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Assignments in Personnel Management/Human Resource Management / Organisational Development / Employee Development Initiatives / Performance Management/ Industrial Relation & Welfare/ Administration with an Organization of high repute

Professional Synopsis

Result driven HRM professional with 17.5 years  of good experience in Recruitment & Selection, Personnel & IR, Payroll Administration, Administration & Welfare, Performance Management, Training & Development, Statutory Compliance, Liaison with Govt. Agencies.
Worked as an Independent HRM Professional (Early Years) and in big team also.
Ability to work on effectively multi-task against several complex projects concurrently.

Overall responsible for statutory compliance of various legislations viz. EPF Act, ESI Act, Factories  Act, Bonus Act, Gratuity Act, Contract Labour Act,  W.C. Act etc.

Sourcing candidates through extensive research on job portals, referrals, headhunting and other sources such as Linked in etc.

Counselling candidate about organization, basic profile and interview procedure after screening. 

Conducting initial telephonic screening in order to assess the candidates; Suitability, Attitude, Academics and Professional qualification, Experience, and Communication skills etc., if required followed by personal meetings to screen candidates appropriately.

Handling all HR functions inclusive of Training, recruitment, employee engagement, grievance handling, counselling etc.

Work according to multiple requirements in a high growth multitasking environment

Overall responsible for statutory compliance of various legislations viz. EPF Act, ESI Act, Factories  Act, Bonus Act, Gratuity Act, Contract Labour Act,  W.C. Act etc.

Liaison with Govt. agencies as P.F., ESIC, Labour office, Labour court, Pollution office, LIC, BSNL, Electricity, Authority & other Govt. agencies etc.

Responsible for effective function of Time Office, Payroll administration thru� ERP, Generation of positions and of employee ID�s of new joining employee thru ERP, Full & Final Settlement.

Professional Experience

JANUARY   2022 to till time
M/s YOGESH ENGINEERING                       Manager

IMT  FARIDABAD                                       P.A & I R                                     
Company Profile:

YOGESH ENGINEERING  are acknowledged as a one stop COUPLING, LEVER, HUB, FLANGED , ROD AND PISTON  for Kubota, Escorts and ACE  etc

Primary Responsibilities:

Responsible for effective function of Time Office, Payroll administration thru� ERP, Generation of positions and of employee ID�s of new joining employee thru ERP, Full & Final Settlement.

Designing & Implementing Employee Engagement Framework that promotes High Performance Culture for employees thereby creating Business Value for the organisation

Overall responsible for statutory compliance of various legislations viz. EPF Act, ESI Act, Factories  Act, Bonus Act, Gratuity Act, Contract Labour Act,  W.C. Act etc

Overall responsible for Recruitment and Induction.

Preparation of   Policy ,HR MIS weekly & monthly.

Job Responsibilities - Personnel:

Responsible for effective function of Time Office, Payroll administration, Full & Final Settlement.

Responsible for Group Gratuity Scheme, EDLI Scheme, Mediclaim Policy & General Insurance for our Employees.

Handling Grievances of Employees and Maintaining Discipline.

To Conduct Domestic Enquiry, Implementation of necessary action for maintaining discipline.

Responsible for Environment Safety, Medical Check up of Staff & Workers, Wel

Doing Employee counseling to maintain Harmony & Discipline.

Maintaining Contractual workman & relevant records.

Coordinating Joint Committee meetings, Production meetings, Safety meeting and Canteen committee meetings.

Welfare activities as Transport, Uniform, Canteen, mediclaim, Medical Check-up etc.

Designing & Implementing Employee Engagement Framework that promotes High Performance Culture for employees thereby creating Business Value for the organisation

Job Responsibilities � Human Resource:

Responsible for joining formulating and maintain employees records and files.

Designing & Implementing Employee Engagement Framework that promotes High Performance Culture for employees thereby creating Business Value for the organization

Issuing Appointment letters /Promotion letters / Increment Letters to the Team members.

Preparation of   HR MIS weekly & monthly.

Identifying training needs of Employees, preparation of training calendar & implementation of Training program me and Taking Feedbacks over them.

Responsible for Quality circle, Suggestion Scheme, Kaizen activity, 5-S

Maintaining ISO 9002/QS 9001/ TS 16949 relevant record and SOP.

Job Responsibilities � Administrator:

Liaison with Govt. agencies as P.F., ESIC, Labour office, Labour court, Pollution office, LIC, BSNL, Electricity, Authority & other Govt. agencies etc.

Handling Security, House Keeping, General office Administration, Horticulture, Canteen, Diesel Procurement, EPABX etc.

Handling AMC of Fax, Photocopy machine & A/C etc.

Jan 2016 to Dec 2021
M/S Super Screws Pvt  Ltd            SR PERSONNEL OFFICER 


Palwal Haryana
IR & Admin
Super Screws is the top cold forged fastners, Nut Bolt manufacturers in india and it's big customer is Maruti Suzuki Honda Mahindra  etc 
Main components is all type Nuts, bolts, screws etc

Job Responsibilities:

Responsible for effective function of Time Office, Payroll administration thru� ERP, Generation of positions and of employee ID�s of new joining employee thru ERP, Full & Final Settlement.

Designing & Implementing Employee Engagement Framework that promotes High Performance Culture for employees thereby creating Business Value for the organisation

Overall responsible for statutory compliance of various legislations viz. EPF Act, ESI Act, Factories  Act, Bonus Act, Gratuity Act, Contract Labour Act,  W.C. Act etc

Overall responsible for Recruitment and Induction.

Preparation of   HR MIS weekly & monthly.

Responsible for effective function of Time Office, Payroll administration, Full & Final Settlement.

Responsible for Group Gratuity Scheme, EDLI Scheme, Mediclaim Policy & General Insurance for our Employees.

Handling Grievances of Employees and Maintaining Discipline.

Oct 2010 to Dec 2015
M/s Bony Polymers Pvt. Ltd            Personnel Officer 


Faridabad
HR & Admin
Company Profile:

Working for System Suppliers Delphi, Denso India, Commercial Vehicles   Piggio Ltd .FCC Rico Ltd , Minda Group of Industries, Swaraj Majda Passenger Cars Mahindra& Mahindra, Maruti Suzuki Ltd Tata Motors, Hindustan Motors Two Wheelers  Hero Honda motors ltd Munjal Showa  Earth Movers  JCB.

Job Responsibilities:

Overall responsible for statutory compliance of various legislations viz. EPF Act, ESI Act, Factories  Act, Bonus Act, Gratuity Act, Contract Labour Act,  W.C. Act etc.
Responsible for effective function of Time Office, Payroll administration, Full & Final Settlement.

Group Gratuity Scheme, EDLI Scheme, Mediclaim Policy & General Insurance for our Employees.

Handling Grievances of employees and Maintaining Discipline.

To Conduct Domestic Enquiry, Implementation of necessary action for maintaining discipline.

Environment Safety, Medical Check up of Staff & Workers, Welfare planning activities.

Jul 2004 to Sep 2010
M/s Shivalik Exports 
Senior Executive


Sector 27 c Faridabad
HR & Personnel
Company Profile:

A unit of readymade garments work for Tulles and other net fabrics of cotton and other manmade fibres

Job Responsibilities:

Responsible for effective function of Time Office, Payroll administration, Full & Final Settlement.

Group Gratuity Scheme, EDLI Scheme, Mediclaim Policy & General Insurance for our Employees.

Handle Grievances of employees and Maintaining Discipline.

To Conduct Domestic Enquiry, Implementation of necessary action for maintaining discipline.

Academia
MBA in HRD from Guru jambeshwar University � Hisar in 2007

MA in Pol Science from Agra University- Agra in 1998

BA in from MDU, Rohtak in 1996.

12th from BSEH Bhiwani in 1993.

10th from BSEH Bhiwani in 1991.


Key Skills
Good English Communication Skill both written and verbal.

Positive Attitude

Ready to learn new things

Always looking to discover new things

Capacity to work unaffected by pressure
Personal Forte

Full Name
:
Dharam Dutt 

Father's Name
:
Mahavir Sharma

Address
:
H No 1334 Sector 65 Faridabad

Gender
:
Male

Marital Status
:
Married

Languages known
:
English & Hindi

Hobbies
:
Cricket, Listening Music, Football

DOB


                    15-04-1975

I assure you, if appointed. I'll contribute my best to prove myself up to the expectations of my seniors.

Thanking you.

Date
: 

Place
:


















                                                                                

(Dharam Dutt Kaushik)

