ASHUTOSH MOHAPATRA

OBJECTIVE


: To grow in an environment of excellence and add value to 





  organization and self through continuous learning, improvement and hard-work. 

ACADEMIC QUALIFICATION
: B.Com, LLB, MBA-HR
Other Qualifications

: DNIIT from NIIT Computer Education, Bhubaneswar
: Hardware Maintenance, troubleshooting from NIIT. 

Technical Skills:

Operating System


MS Windows & Linux




Packages


SAP, MS Office, Auto Cad, Lotus note, VB.  
Other
Networking, Internet, Outlook Configuration, 

Hardware
Installation and Maintenance Personal Computer.
WORK EXPERIENCE 

1. Currently working as Head-HR in “BHARAT GROUP”.  
BHARAT GROUP is into automobiles sector since the last 80 years. They are based out of Bhubaneswar, Odisha, having presence across India. They have ventured into EV recently. 
My Current roles and responsibilities are as below.

· Recruitments across group

· Statutory compliances / Legal Matters.
· HR Operation.
· Compensation and full an final settlements

· Training & Development.
· Employee Grievances etc.

· Administration.
2. Worked as Sr. Manager Administration in EVOS  BUILDCON  Pvt. Ltd.  from Nov 2021 to Mar 2022.

Job Responsibility

· Heading the administration Dept, supervising the day-to-day operations.

· Hiring, training and evaluating employees and taking corrective action when necessary.

· Liaisoning with Local Administration, Police, localities, Forest Department, Environment & pollution control Department and other Govt. Departments of state and Central. 
· Developing, reviewing, and improving administrative systems, policies, and procedures.

· Ensure Compliances under various statutory laws, industrial Acts & rules applicable to industry like Contract Labor, EPF, ESI, WCP, BOCW, Minimum Wages, Equal Remuneration, Shop & establishment, Gratuity, payment of Bonus, Industrial Dispute etc. 
· Ensuring the office supplies and all facilities are in place, equipments are working and properly maintained.

· Working with the finance team and management teams to budget preparation and monitoring the same.
· Planning, scheduling, and promoting office events, including meetings, conferences, interviews, orientations, and training sessions.

· Overseeing special projects and tracking progress towards company goals.

· Leading the CSR initiatives like mass vaccination, tree plantation, beach cleaning activities etc. 

· Accessing training needs and planning, organizing training activities in house as well as by outsourcing agencies/institutions.
3. Worked as Sr. HRBP in TATA REALTY & INFRASTRUCTURE LIMITED from July 2012 to October 2021.

Job Responsibility

· Managed all areas of HR/Administration including employee relations, performance management, onboarding, benefits administration, recruiting, staffing, training and compensation analysis & working closely with the senior management for strategic HR activities.

· Implement HR policies, procedures, and programs, executing best HR practices for the organization and worked with managers to ensure consistent enforcement across employee groups.

· Implement performance evaluation system, creating evaluation forms and setting up use in HRIS, providing training for managers and employees of the new process.

· Work with team leaders in identifying best people in the organization, retention planning/attrition management, succession planning.  

· Consult with Managers to understand training and development needs across their functional groups in order to identify trends, patterns etc., and presents recommendations as part of organizational training needs assessment.

· Assisted managers with performance issues by helping draft and deliver performance feedback, counseling statements, and termination notices.

· Provided annual training to employees on various topics including managing within the law, goal setting, facilitating communication, performance rating, harassment in the workplace, POSH & TCOC compliance.

· Facility Management, ensure office supplies, preparing purchase requisition, purchase orders/work orders, service contracts for CAPEX and OPEX for Eastern region in SAP.
· Organize events, activities & employee Engagement programs. 
· Preparing of Budget, monitoring & controlling of expenses as per the management directives. 
· Ensure Compliances under various statutory laws, industrial Acts & rules applicable to industry like Contract Labor, EPF, ESI, WCP, BOCW, Minimum Wages, Equal Remuneration, Shop & establishment, Gratuity, payment of Bonus, Industrial Dispute etc. 
· Liaison with the local bodies, civil / government authorities.
· To play a lead role in Corporate Social Responsibility initiatives.
· Supervise energy consumption and find out means to reduce energy consumption.
· Streamline housekeeping, security services in terms of quality and cost reduction in activities. 

· Ensure quality food served in the cafeteria. 

· Arrange for telecommunication facilities, including provision of internet broadband services from the service providers.

· Coordinate with contractors / manpower suppliers / vendors to provide quality service.
· Ensure proper EHS standard at Office.
· Preparation of MIS Report.
· Conduct & coordinate the employment, smooth relocation of employees, separation process. 

· Leasing of Guest Houses / Office Premises and ensuring their upkeep and housekeeping; procuring furniture / furnishings required for the office, explore the possibility of deployment / re-deployment of furniture/capital assets etc. from other Sites (in consultation with Administration and Facility Management Departments at H.O.) before ordering fresh purchases. Executing the lease deed of the premises.
· Hire / lease of vehicles for organizing the daily transportation requirements of employees at Site, arranging rail / air travel arrangement for the employees at eastern region as per their eligibility.
· Coordinate with Government agencies, Vendors, Contractors, Security agencies etc. for smooth operation of the office/project.
4. Worked as Assistant Manager (P&A) for Eastern Region in Ahluwalia Contracts India Limited and looking after all the projects in Eastern Region, Orissa from August 2011 to July 2012.

Job Responsibility

· Liaison with the Government officials, Labor Unions, Local bodies etc. 

· Coordinate with the bank for salary processing and opening of salary accounts for employees.

· Ensure that all the welfare activities like accommodation, labor rest house, first aid, toilets, drinking water and the basic amenities like food, water and shelter are arranged for the associates and workers.

· Administering attendance, Leave, Payroll and take active part in implementation of all statutory compliances under various industrial acts like Contract Labor, EPF, ESI, WCP, BOCW, compliances under various statutory rules/regulation, Minimum Wages, Equal Remuneration etc.
5. Worked as Assistant Manager (P&A) in McNally Bharat Engineering Company Limited from April 2010 to July 2011for �CHP Project� at MAHANADI COAL FIELDS LIMITED Bharatpur Area, Talcher, & construction of �Crome Ore Beneficiation Plant Project� of Orissa Mining Corporation, Orissa. 
Job Responsibility

· Implementation of all HR Processes & Policies.

· Administering attendance, Leave, Payroll and take active part in implementation of all statutory compliances under various industrial acts like Contract Labor, CMPF, ESI, WCP, BOCW, compliances under Mines rules/regulation, Minimum Wages, Equal Remuneration etc. 

· Liaison with the Government officials & Labor Unions etc. 

· Initiate Recruitment. 

· Organizing the Joining formalities, keeping track record of Transfer, relocation and maintaining of Personal Files consisting of the accepted offer letter, personal data, resume and relevant certificates and interview assessment sheet.
· Performance Appraisal & Conformation 

· Training & Development

· Ensure that all the welfare activities like accommodation, labour rest house, first aid, toilets, drinking water and the basic amenities like food, water and shelter are arranged for the associates and workers.

· Attrition Management

· Budgeting for Salary, relocation and site administrative expenses and intimating to finance for the approval of Management.

· Taking meetings with the GETs, DETs, ETs & associates at regular intervals and also organize Contractors kick-up meeting and take part in it with the contractors.

· Management of Administrative vehicles, Guest House, Pantry, Hotel Bookings, Travel arrangements etc.

6. Worked as Officer HR/Admin in MAYTAS INFRA From July 2008 to Feb 2010 for 2X60 MW Washery rejected coal based Thermal Power Plant of GUPTA ENERGY PVT LTD.
Job Responsibility

· Execution of all HR Processes including Recruitment, associate relations, attendance, Leave, Payroll and all statutory compliances like EPF, ESI, WCP, MIGRATION, BOCW, Labor Contracts etc. Submission of statutory returns for PF, ESI, Minimum wages, Annual / Half yearly return as per minimum wages/contact labor act.

· Liaison with the Government officials (Labour Commissioner, Pollution control Board, District Industrial     center and various statutory authorities.

· Tracking of Leaves, attendances and prepare of payroll statement of associates reporting to HO for processing of salary.
· Ensure that all the welfare activities like accommodation, labour rest house, first aid, toilets, drinking water and the basic amenities like food, water and shelter are arranged for.

· Ensure the implementation of HR Policy.

· Coordinate with �Maytas Centre for Learning and Leadership Development & Project Manager� in organizing and conducting training needed for associates as recommended by the project execution team.

· Conduct retention discussion with associates who submitted their resignation. Records the measures taken towards retaining the associates.

· Reporting and submitting all the relevant documents regarding full and final settlements of associates to HO C&B.

· Management of Administrative vehicles, Guest House, Pantry, Hotel Bookings, Travel arrangements etc.

· Preparation of MIS Report and report to HO. 
7. Worked as Executive (HR & Admin) in PRAXAIR INDIA for 900 TPD Air Separation Unit From December 2006 to June 2008. PRAXAIR is Fortune 300, Six Sigma industrial gas producing company which is present in more than 40 countries across the globe. PRAXAIR is No.1 industrial gas producers in India and No.3 in the world having head office at USA.
Job Responsibility

· Looking after day to day administration of site office (i.e. all the matter relating to salary, wages, leave of staff as well as workers working in contractual basis in project. 
· Coordinating with various Govt. Departments, (Labor Department, CISF, SAIL etc.: reg various statutory matters like PF, ESI, Gratuity, CLA etc, 
· Look after all the Govt. statutory matters of the unit & contractors deployed in project site, take meeting & negotiating with Labor Unions & various Govt. Statutory bodies regarding various issues.

· Welfare activities at site. 

· Management of the vehicles, Management of site mess, accommodation for employees, keeping track record of allotment of accommodation, Office illumination, Coordinate with concern department to ensure good housekeeping and maintenance of furniture & fixtures of office, conference hall, etc.

8. Worked as Personnel & Administration In-Charge cum System Administrator in 200TPD Air Separation Unit of M/s Goyal MG Gases Pvt. Ltd., from January 2005 to December 2006.
Job Responsibility

· Administration of site office (i.e. all the matter relating to salary, wages, leave of staff as well as worker working in contractual basis in project)

· Guest House management, Travel Management. 
· Administering centralized EPABX System maintaining of digital time management system.

· Coordinating with various govt. offices (Labour Commissioner, CISF, SAIL etc.: reg various pass for employees, material and vehicle permission etc.)
· As a system administrator I also do the Installation of computers, Networking of Computers, Software and Operating System. 
· Installation, trouble shooting of software�s.
9. Worked as Junior Technical Asst. in NIIT, Khurda (Orissa) From April 2003 to Dec. 2004.


PERSONAL DETAILS
Date of Birth
: 03rd July 1981

Marital Status
: Married
Language Skills
: English, Oriya, Hindi, Bengali

Address
: Q. No. F/100, OSAP 7th Battalion Colony, Chandrasekharpur, Bhubaneswar, Orissa-751017. 
Mob
: 09439187910 & 09040040250.
E-Mail 

: ashutosh_mohapatra2004@rediffmail.com 
  

: ashutosh20042004@gmail.com 

Date:

Place:









(Ashutosh Mohapatra)

