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13 + Years’ Experience in HR Generalist Profile
 OBJECTIVE
A reputed Organization where I can deploy my skills and competencies to organize the manpower with positive morale & motivation to attain the organizational goals. Interacted with a diverse range of people I have good interpersonal skills to understand human behavior. I am open and confident of working across the organizations.

Profile Summary   :-
· Over 13+ Years Consistent Experience in the field of HR & IR as a Generalist profile in Manufacturing unit viz Employees Life Cycle and prepare & deployment of HR Policies & systems, processes and procedure converge achieving the organizational goals, e.g.: 
Core Competencies: -
Employee Life Cycle   ll Compensation & Benefit ll Statutory Compliances   ll Grievances Redresses ll Wages Settlement ll union    ll  Payroll Management ll  Contract Labor Management ll Liaison with Govt. Authorities ll Training & Development ll Time office Audit ll Employee Welfare ll Recruitment & on boarding  ll  HR Budgeting and Monitoring Plan Vs Actual  ll Represent Internal & External HR audit ll  General Administration (Canteen , Security , Transportation , Housekeeping & Gardening) ll OHSAS Compliances ll TPM – SHE Pillar  ll  Shop Floor Improvement  (5S, Kaizen, Suggestion Scheme)   ll  ISO 14001 & 45001 & IATF 16949 Periodically & Re-Certification Audit  ll  Performance Management System  ll  Employee Engagement Activities  ll Disciplinary Action  ll  Industrial Relation ll Employees Exit Formalities  ll Blue Collar Workmen Recruitment ll 
Currently Working as an Asst. Manager-  HR & IR With M/s Voltas  Limited, (A TATA Group Company) Pantnagar PLANT from 26rd Decemberr 2022 to till date.

 Voltas Limited is an Indian multinational home appliances company headquartered in Mumbai. It designs, develops, manufactures and sells products including air conditioners, air coolers, refrigerators, washing machines, dishwashers, microwaves, air purifiers, water dispensers.
*KEY RESPONSBILITIES*
HR Management System 
· Responsible for framing the HR Policies and 100% Adherence of HR policies & procedure. 
· Responsible for preparing HR MIS and MRM.
· Enduring for timely Processing payroll & disbursement as well timely processing of Contractors bills & compliances. 
· Responsible 100% Statutory Compliance with zero NC and Liasoing with the Government Authorities.
· Preparation of Budget related to HR department and keep Monitoring closely Plan Vs Actual .

· Daily Plant round along with CFT team to monitoring good 5”S” in company premises.
· Monitoring Plan vs Actual and Recruitment of Blue Collar Manpower. 
· Monitoring & recording Day to day Grievances & redressal the same.
·  Responsible end to end monitoring & ensuring for Training & Development system.
Statutory Compliances:

· Responsible for ensuring 100% compliance as per various act Factory Act, Contract Labour Act , Pollution Board , CGWA , Bonus Act, Gratuity Act, Employment Exchange , EPF & ESIC Act  , PESO , Fire NOC etc.
· Responsible timely filing of all Returns/ Renewal of Certificates / NOC.

· Responsible completeness of all Registers - compliance with statutory rules and regulations
· Ensuring end to end environmental, Pollution Board & EHS Compliance & returns as well of renewal consent to Operate and consent ot establishment.
· Liaoning with Local govt. authorities, Administration and Local buddies.
HR Projects & Initiatives 
· Responsible for  TPM SHE Pillar Activities and ensuring to achieve the KRA and Monthly KPI Monitoring and well as monitoring of EHS standard in unit as per the OHSAS /ISO -45001. 
· Responsible for Focus Improvement Project of Manpower Optimization utilization on optimum level.
· Responsible for IATF , ISO ,OHSAS  recertification & periodical Audit. 

· Facing of various internal & external audit  as well closer of the NCs.
· Motivate to Employees for  participation in  engagement events & activities. 
· Enhancement of Kaizen & Suggestion Scheme via motivation scheme.
· Regular training of Safety & Periodical Training on Firefighting as well Conduction of Mock Drill.
· Updating record relate safety like OCP, HIRA, AIA, EPP, EHS MRM , etc.  
· Conducting meeting  of Safety Committee & Canteen committee as per the frequency .
Time Office Management & Compensation Benefits 

· Preparation & maintenance of employees personal file & records.

· Fulfillment of Employee joining formalities , Induction Training , Creation Employee Master in Software  and  drafting of rerated letters like LOI,  Appointment, Confirmation,  Bonds,  etc. 
· Responsible for end to end Bonus, LTA, Leave Encashment, Mediclaim, Gratuity & EDLI policy renewal , PF , ESIC & Pension scheme.
· Final settlement of outgoing employees & Exit Formalities. 
· Preparation of Absenteeism & Attrition, contractor’s performance Report etc. 
· Responsible for Handling employee grievances.
Discipline Management :
· Responsible for maintaining discipline within the Organization

· Member of Internal Complaint Committee of POSH 

· Issuing Warning letters, Charge sheets to staff & Operators for any Misconduct/ Misbehave.
· Conducting various workshops on COC (Code of Conduct)   

Performance Management System:

· Ensuring 100% adherence for Goal setting of employees  

· Conducting Midyear performance reviews & scoring data sheet

· Conducting Annual Performance reviews & scoring data sheet

· Conducting various workshops about PMS awareness 

· Proceeding of Identifying employees rewards and promotion, special Increment etc

Recruitment & Selection:
· Recruitment & Selection, Developed and delivered effective recruitment and retention strategies to ensure the availability of a competent workforce.

· Managing the entire joining formalities.

· Monitoring several reports and MIS on recruitment.

· Developed an Induction program extensively to carry out the “Culture & Values” program and responsible for facilitating the same to every new employee in the Region so that they get inducted into the Organizational culture.

Training & Development:
· Responsible with Team for Gap Analysis & Need Identification, Analysis of Generalized Training Needs.

· Preparation of  Annual & Monthly Training Plans/ Calendar, Training Budget.
· Approval & Planning & Conduction (External /In–House/On-Job/Induction)
· Delivering Programs , Review , Analysis Training Plan vs Actual & Rescheduling 

· Preparation Skill Matrix & Competency Mapping

· Documentation Tracking & Record Maintenance    

· Feedback, Effectiveness & Analysis & Corrective Actions

Employee Relation :

· Handling employees’ day-to-day queries and related to joining, compensation & exit. Providing professional & personal counseling to employees.
· Lead Employee Communication Meetings (Open House, One to One Meeting). Employee Satisfaction Survey. Employee Engagement Survey. 
· Actively listen to employee concerns both work related & personal at HR Help desk  

· Creating and maintaining healthy atmosphere in the Factory. 

· Successfully completed ESS (Employee Satisfaction Survey) with External Agency within the plant.

Administration Function :

· Looking after day to day Security deployment, front office management, pest/ rodent control, gardening,  guest house / hotel booking and ticket booking.

·  Administration of housekeeping and canteen, Company’s transport & Vehicle Petrol & Diesel bill, Telephone Bill, Travelers Bill, Electricity Bill, etc.

· Looking after day to day Fire & safety equipment, First aid & time to time Employee Health Checkup  

Value Addition in Present Employment:

· Employee of the month (Every Month)

· “Suggestion & Kaizen Scheme” Effective Implementation, Evaluation & Validation.

· Shop Floor Management (5”S” CFT Team Leads)
· Birthday & Marriage Anniversary Celebration.
· Safety Day Celebration (Every Month)

· Employee Involvement Activities (Every Month)

·  “Marriage Shagun Scheme”.

· Thought of the Day  
· Accident Frequency Rate, Accident Severity Rate & safety board updating.
· Absenteeism & Attrition report tracking & issuing letter concerns.
· FIP Projects (Waste Management & Manpower Optimization)

Previous Organization Experience:-
6 Year 3 Month  (from 23rd  September 2016 to 24th December 2022)

Worked as an Asst. Manager- HR & A  with M/s Shivam Autotech Limited, (A Hero Group Company) Haridwar PLANT from 23rd September 2016 to 24th December 2022.
 A Hero Group  Company (Automotive IATF16949:2016, ISO-14001:2015 ,ISO 45001:2018 Certified Division) is a leading Manufacturer of Gear & Shaft for two wheelers & four Wheeler ,for  Hero Moto Corp Ltd ,Maruti Suzuki,  ZF-USA , Mando ,
4 Year 3 Month  (from 12th  June 2012 to 22th September 2016)

Worked as a Senior Officer - HR  with M/s Unitech Machines Limited, Roorkee PLANT from 12th  June 2012 to 22th September 2016.

 A UM Group Automotive TS16949, ISO-14001 ,ISO9001:2000 Certified Division is a leading Manufacturer of Head Light & Tail Light, Utility Box and Sheet Metal Components for two wheelers & four Wheeler.
1 Year 6 Month  :(From 13th December 2010  to 11th June 2012)

Worked as a Welfare Officer  with M/s BAJAJ MOTORS LTD. IP-4 , Haridwar (U.K.) From 13th December 2010  to 11th June 2012. ( HR Assistant – Dec-10 to Feb-12 & WO- Feb-12 to June 12) 

 A Bajaj Motors Group Automotive ISO 9001:2000 ,TS-16949, ISO-14001 Certified Company certifications from TUV GmBH, Germany. Since its inception in 1986, BAJAJ MOTORS has its specialization in Machining for Auto components specifically Precision Engine Components for two & four wheelers as an O.E. supplier to M/s. Hero Moto Corp, M/s. Tata Motors, M/S Mahindra & Mahindra, M/s New Holland India , M/s Renault Nissan.
Professional Qualification :
· M.S.W (HRM) from Sam Higbotton Institute of Agriculture Technology and Science   formerly Allahabad agricultural university, Allahabad in 2011 with 64.40%.

· Academic Qualification 
· B.Com from CCS University Meerut with 57.83% marks in 2008.

· Intermediate from UP Board ALD with 62.60% marks in 2005.

· High School from UP Board ALD with 55.83% marks in 2003.

Personal Information: 
  Full Name            
          
 :  Pintu Kumar Saini

  Father Name               

 : Sh. Jalsingh Saini

  Date of Birth               

 : 26th May 1988
 
 Language Known     
 
 : Hindi & English
  Nationality   


 : Indian

  Religion & Cast


 :  Hindu - OBC
  Gender                         

 : Male
 
 Marital Status
             

 : Married 

  Permanent Add.

                : Sukheri, P.O+TH. - Gangoh, Distt, Saharanpur, (U.P.)-247341

 
 Correspondence Address
               : Near Skyward School ,Gali No- 20 ,Krishna Nagar ,Roorkee ,Haridwar (UK)
Declaration:
I hereby declare that the above mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above mentioned particulars.
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