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RAHUL KUMAR
                                                         Email id- rahulgbu01@gmail.com  
 9990241007
CAREER OBJECTIVE
A dynamic & result oriented professional having more than 5 years of experience in core Human Resources Management. Strong Hands on experience in Strategic HR, HR Operations, Employee Relations, Organizational Development, Training & Development, contract management and General Administration. Self-motivated, goal driven, highly ethical & an articulate communicator with excellent team building & interpersonal skills striving for continual improvement of service levels. A Great motivator and team person with strong analytical, problem solving & organisational abilities.
Work Exposure Description
1. Organization                     :                    Westway Electronics Limited, 
                                                                        Phase II, Noida 201305
              Duration                          :                     6th Dec 2018 – Present
 Designation                      :                     HR & Payroll Manager 

Job Roles & Responsibilities

	Core Competencies  :

	** Setting up HR & Admin processes

	** HR Operations

	** Statutory Compliance

	** Proactive Employee Relations

	** HR Policies & Procedures

	** Contract Management

	** KRA & KPIs

	** Legal

	** Employee Engagement

	** Compensation Management

	 

	Key Result Areas  :

	** Payroll & Compensations Management

	** Payroll (On roll & Contractual Staff),

	** Designing and continuously updating compensation structure as per the changing need of business.

	** Ensure timely and accurate input for payroll

	** Ensure timely salary release to all the employees

	** Update & implement minimum wages on time to time

	** Ensure various statutory payment are done as per statutory date declared.

	** Ensure pay slip are issued to all the employees

	** Cost Provision and actual Month on month expense analysis,

	** Tax & Income Tax Analysis

	** Other pay - sales Incentives and variable pay of Manager and above as per the KRA.


	

	Statutory Compliances and Employee Welfare  :

	** Statutory compliance ( HR & Legal Compliances),

	** Filing of Monthly Challans of PF & ESIC & Monthly Return of PF,

	** Working under The Maternity Benefit (Amendment) Act, 2017

	** Working under The Payment of Bonus act, 1965.

	** Working under Minimum Wages act 1948,

	** Working under Payment of Wages 1936,

	** Working under CLRA act 1970, (Contract Labour Regulation and Abolition Act)

	** Maintaining Register of Adult Workers, Accident Register, Muster Roll and 
     Wages Register & Inspection book,

	** Maintaining Register of Contract Labour in Form XIII,

	** Maintaining Inspection Book of PF & ESIC,

	** Maintaining Register of Wages, Fines, Deduction and advances under Payment of Wages,

	** Maintaining Register of Employees Contributions, Accident Register Under ESIC,

	

	

	Legal  :

	** Coordinating with advocates for labour cases as well as civil suits,

	** Handling independently labour cases,

	

	Employee Database Management/HRMS  :

	** Ensure employee personal information is captured from various forms and document
     provided in MS Excel and provide to HRMS (Human Resource Management & Payroll System)
     Updating in records.

	** Employee Records & Life Cycle Management

	** Ensure employees Personal file is created and stored in proper rack as well soft copy is also created

	** Ensure employee's personal file updating on promotion/increment/transfer/disciplinary action.


	** Ensuring issuance of ID card , offer & appointment letter across locations

	

	MIS  :

	** Maintaining database for the employees, Maintaining Legal MIS,

	** Maintaining MIS of Joined, Resigned & Offer, Salary Input MIS, Attrition, etc

	** Preparing Monthly MIS on Head Count and Manpower cost,

	** Comparing Actual cost with budgeted cost on monthly basis and submitting variance report if any
     with justification to the board,

	** Data analysis for Monthly MIS report corresponding to headcount, attrition, penetration reports and
     HR dashboards for monthly reviews,

	

	Employee Relations & Exit Interview  : (Full & final Settlement)

	** Handling grievances, solving issues and queries, organizing events and parties

	** Exit Interview and Formality handling

	** Managing exit process and capturing feedback , analyzing the resignation & providing
     feedback to HOD's

	** Ensuring timely settlement of final dues of resigned employees

	** Issuing notice to the employees who are due for retirement

	** Ensuring gratuity payment within time frame as and when due

	** Facilitating PF and Pension withdrawal to resigned/retired employees

	

	Setting of KRAs/KPIS  :

	** Co-coordinating with dept heads, reporting authorities for preparation of KRAs

	** To make sure that the KRAs are objective rather than objective

	** Ensure that the KRAs are SMART

	** Ensure that the KRAs are measured & rated properly


	

	Time Office Management  : (Leave/ Employee Movement Management)

	** Controlling unauthorized absenteeism, alteration in attendance recording

	** Maintaining leave record across country

	** Implementing biometric attendance system across country

	

	Other Initiatives  :

	** Incentive compilation, auditing for smooth and accurate processing,

	** Launched HRMS portal to all information for supervisor and employees.

	** Internal & External Audits, with 100% positive result.

	** Draft, modify and implement company policies.

	** Ensure employees Personal file is created and stored in proper rack as well soft copy is also created

	** Ensure employee's personal file updating on promotion/increment/transfer/disciplinary action.

	** Ensuring issuance of ID card , offer & appointment letter across locations,

	

	Payroll & Taxes  :

	** Salary Making (Increments Compliance, Appraisals, Bonus Reg.

	** Wages, daily wages,

	** Attendance With Punching card and Register (Form-12)

	** Payroll & TDS, Overtime (Form-10)

	** Disciplinary actions Split Duty

	** Incentive & Leave Record

	** Full & Final

	** Recruitment (Making of Offer Letter, Appointment Letter & Confirmation Letter

	** (With Payroll software Visual Pay)

	

	Statutory and legal Compliance  :

	

	** Minimum Wages Act

	** Payment of Wages Act

	** Maternity Benefit Act

	** Payment of Bonus Act

	** LWF Challan and Return

	** Employment Exchange

	** Payment of Gratuity Act.

	** Child Labour Act

	** Contract Labour (R&A) Act

	** Sexual Harassment of Women at Workplace Act.

	** Labour court cases

	

	PF & ESIC  :

	** Making online EPF Challan (CSV and ECR), Monthly Return and Annual Return(through online)

	** Final the Withdrawal form (19 &10c), Transfer the amount of EPF (Form-13),
     Loan from EPF (FORM-31), Death case (Form-10D, 20 & 5if) and maintain the all register also.

	** Making online ESI Challan, Half yearly Return (online), and 
     Making of online ESIC card of employee and also solve the All Query about ESIC by the Employees
     and maintain the all register also.

	

	

	

	

	

	

	

	

	

	Knowledge of Software  :

	** Excellent Command in Excel

	** Payroll Software- Om Sai Technosoft

	** Payroll Software- Star Link

	** Payroll Software- Marg

** Payroll Software- Sag Infotech

	** ERP

	


2.   Organization                     :                   Quality Apparels, Greater Noida

             Duration                           :                    2nd Jan 2017 – 31st Aug 2018
 Designation                      :                     HR & Admin Manager

 Managing Admin, Maintenance & Controlling House keeping
         Roles & Resposibilities are same as above.
3.   Organization                     :                   Magic International Pvt Ltd, Greater Noida

             Duration                           :                    2nd July 2016 – 31stDec2016
 Designation                      :                     HR Executive 
 Roles & Resposibilities are same as above.
4.    Organization                     :                    Ritik Enterprises, Greater Noida

              Duration                           :                     31st May 2015 – 30th June 2016
  Designation                      :                      HR Executive 

          Roles & Resposibilities are same as above.
ACADEMIC PROJECTS 
· Done two projects in Retail Management organised by the School Of Management, Gautam Buddha University.

· Attend a workshop in Total Quality Management organized by NSIC- National Small Industries Corporation on Aug, 2012.

· Done Research on An Analysis of the financial inclusion role of Indian banks in reaching out unbanked and backward areas 2014”
INDUSTRIAL INTERNSHIP
Organisation:
Global Autotech Limited
Title:
            Manufacturing operation in Rotor, Pulley and HC & Tube Connector in 2012.
Duration:            8 weeks

Organisation:
Global Autotech Limited
Title:
           
Recruitment Cell in HR Department in 2013
Duration:            6 Weeks
Organisation:    Honda Siel Cars India Limited 
Title:                 Performance Appraisal in 2014.
Duration:           6 Weeks

EDUCATION QUALIFICATION
	S. No.
	Course
	Institute
	Marks/ CGPA
	Year of Passing

	1
	Post Graduation    

 (Integrated MBA) with HR&FINANCE
	Gautam Buddha University
	6.92 CGPA
	2010-2015

	2
	Class 12th
	Ram Eesh International School
	71.2%
	2010

	3
	Class 10th
	Ram Eesh International School
	50.2%
	2008


I.T. SKILLS

Well versed with Windows,  MS-Word, Excel, Powerpoint, and Internet Application.
CO-CURRICULAR ACTIVITIES
· Certificate of appreciation for organising the RETAIL FAIR in school of management, Gautam Buddha University in May, 2013.
· Certificates for participating in mega Hindi Role Play.

· Certificate of merit by securing 2nd position in Oh ! my face painting competition at abhivyanjana
· Certificate of volunteer in 5th Annual Sports Meet 2013.
· Certificate of appreciation contributed as An Event Coordinator in Hindi Play in Apr, 2013.

PERSONAL VITAE

Father’s Name
:
Sh. Sukhpal 
Date of Birth 

:
20th April1994
Gender

:
Male
Nationality

:
Indian                  

Marital Status
:           Unmarried

Languages Known
:
English & Hindi
Permanent Address
:
A/43 Vaishnov Bhawan ,Opp Dreamland School,Sarita vihar, New                    Delhi 76.             

 Present address 
:
 Village Kasna, Greater Noida, Gautam Budh Nagar(201310)
Hobbies
            :
Listening to music, travelling and surfing internet.
I hereby declare that all the information given above is true and best to my knowledge.

Date:

Place:
                      







  (RAHUL KUMAR)

