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Object-:
To work for an organization which provide continuous opportunities and challenges to my highest level by exceeding my own and organization’s Expectation each time and every time, to become an entrepreneur in itself by working in a highly competitive environment with technologies of the future continuous learning and giving myself enough scope to grow as better person and professional
Proffesional  summary-:
Having more than 04+years experience in HR operations
Working experience-:
· Presently working with WAIDHAN TYRES PVT LTD as HR Executive & Admin in Singrauli M.P from Aug-2017 Till Now.

· Worked with D.P.JAIN & CO.INFRASTRUCTURE PVT.LTD.as Officer HR & Admin in KARNATAKA STATE HIGHWAY IMPROVEMENT SONDATTI-RAMDURG ROAD PROJECT (SRRP) Karnataka from –Aug. 2013 to June.2015.
· Worked Metro Project with SIMPLEX INFRASTRUCTURE LTD. as Sr. Asst. Personnel Administration (P&A) in BMRC-2 (Banglore Metro Rail Project )in Banglore,Karnataka 
from Feb 2012 to July-2013.

· worked with SUNIL HI-TECH ENG LTD.as Asst.HR &Admin (A Construction Company), Thermal Power Plant Stage - IV500*2 MW and Stage - V 500*1 MWVindhyachal Site (M.P), Under at National Thermal Power Corporation Ltd. (M.P) Period from Aug-2010 to Jan 2012.
Responsibilities -: 

I) HR Support at Site-: 




· Process the monthly pay Roll Employees & MIS report in the end of the month for both Regular & Outsourced employees of the Projects with proper salary inputs in to customized software set by company in ERP System.
· Grievance handling of employees related to attendance, leave, salary, reimbursement of perks, and many other issues.

· Updating & monitoring Personnel files & employees data base.

· Organizing Induction Training for new recruit’s employee. 

· Safety Arranging and providing in-house training on Effective communication skills, Health &, Environment Management System, Time Management any many more technical training through respective HOD’s of department.

· Partially involvement in selection process and a part of panel interview with department head.

Issuance of letter of intent, offer/appointment letter /joining formalities/ Clearance Certificates, 
· Manpower Identification as per site requirements and submission of manpower reports. 
ii) Contract labour Management, Statutory Compliances & ER-:

· Ensure Maintenance of all statutory records Like, Muster Roll, Wage Register, Register of Overtime, Fines, Deductions of Damages & Lose, and Register of Advance as per the Contract Labor Act & BOCW, Maintain the records required for P.F, ESI, and Bonus Act.

· Ensure maintenance of all requisite statutory compliances as per applicable labour laws with timely renewal of License & Registration to the Competent Authorities. And Generate compliance certificate on quarterly basis and submit to the management.

· To resolve the accidental issues causes’ injury (Injury and Fatal) immediately with proactive measures to address the workers by analyzing their emotions towards the incident with a strategy, best fitted to the situation in order to control the mob & proceed with proper documentations as per EC Act 1923.And To ensure that all reported grievances like nonpayment, strike etc. Should be redressed within very minimum time schedule.

· To handle and guide team for monthly remittance of PT, ESI, registrations under Shops & Establishment Act & PT renewals including statutory returns

· To Provide support in handling Single PF code across the Group from UAN creation to submission of claims.

· To handle notices received from various statutory authorities.
· Coordination with Time keepers for collecting muster roll of PRW/supplier for wages sheet
· Undertaking activities relating to Various returns, Contract Labour Act, Bocw Act, Payments of Wages Act, Bonus Act, Minimum Wages Act, PF Act, Maternity Act, ER Return for their timely submission on monthly, half yearly and annul basis also many other compliances as per Indian labour law.

· Independently handling approximate 400 contract labour and 10 contractors. 

· Ensuring minimum wages payment by the contractor to contract workmen and 100% wages transferred through the respective workmen bank account.

· Processing of payment of contractor’s bill by verifying the insurance, PF and wage sheet & various other compliances.

· Issuing gate pass of contract labour.

· Grievance handling of contact labour.

 iii) Administrative Support  –: 
· Monitor inventory of office supplies and the purchasing of new material with attention to budgetary constraints

· Organize and supervise other office activities (recycling, renovations, event planning etc.)

· Arrangement of Staff bachelor accommodation/Staff Family House.
· Responsible for annual admin budget preparation

· Vendor Management, House Agreements/Office Agreements etc. 

· Arrangement of Medical Facility for Staff and site labour. 

· Vehicles movements and prepare there billing. 

· Maintenance of Office / Site equipments such as Computers, Xerox machine, Plotters, Vehicles, Pantry equipment’s etc. 
Scholastics-:
MBA ( HR.) (2015-17)
Aliya Polytechnic College Bhopal
Barkatullah university Bhopal,







Bachelors of Science (Biology)
B.U.University, Bhopal MP
Higher Secondary
Govt.Hr.Sec. School Deosar
M.P Board, Bhopal M.P
High School
Govt.Hr.Sec. School Deosar
M.P Board Bhopal M.P.
Industrial Visits-:

Organization: - Mission Vivacare Ltd. Pithampur. 
Computer Skills-: 
· M.S. Office        
Personal Dossier-:
Date of Birth: - 30 March 1984
Address: - Vill- Dhapsa,P.o- Saroundha, Distt- Singrauli MP
Linguistic Abilities: - Hindi, English 
Passport Details-: Date of Issue : 31/01/2017



       Dat of Expiry : 30.01.2027
I hereby declare that all the above information is correct and true to the best of my knowledge and belief.

Place:                        





            (Arun Tiwari) 
