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Professional Synopsis
· A competent professional with MBA in Human Resource Management and over 12+ years of experience in the areas of, Statutory Compliances, Payroll Management, Contract Labour Management & Employee relation, PMS & Admin, Training & Development, Industrial Relation, and Social Audits.
· Ability to implement applicable labour laws as per the eligibility of the factory and carry out liaisoning work with all related government departments such as labour, factory inspectorate, PF, ESI & other government departments, etc.
· Supervise & update personnel records, time office, payroll, leave, and other statutory records.
· Proficient in Social Compliance & Audit, Manpower Planning & MIS Report 

Working Experience

· Working with Everest Industries Limited since April’12 till date as Officer-HR
· Worked with Tricolite Pvt. Ltd. From Jan-2011 till March-12 as Asst. officer HR.
 
Key Responsibilities

Payroll Management :

· Ensure timely and accurate payroll processing and timely salary release to all employees.

· Maintaining the attendance of employees.

· Ensure various statutory deductions are done as per the statutory date declared (PF, ESIC, PT, LWF,).



· Handling all employee/workman’s queries regarding Time Office and Payroll, PF & ESIC.

· Drafting Memos, letters, circulars, etc.

· Prepare Salary MIS report as per Management requirements. 

Onboarding & Exit Formalities:
· Manpower planning, allocation of manpower, and timely fulfillment of key positions.
· Induction to the new employees and briefing the codes, ethics, and policies of the company, POSH, etc.
· Ensure smooth exit of employees.
· Full and final settlement of employees as per company separation policy.
· Maintaining attrition & absenteeism at the lowest rate possible has always been appreciated.

Training & Development:
· Perform TNI, Competency mapping & matrix. 
· Ensuring 100 % training targets achievement.
· Arranging in-house & ex-house training & development sessions as per the plan.
· Checking the effectiveness of training programs.
· Developed in-house skill development center/dexterity center.

Performance Appraisals
· Ensuring KPIs of the whole plant.
· Ensuring periodical performance evaluation of all.
· Checking salary trends in similar industries and updating management.
· Preparation & distribution of appraisal letters. Patiently listening to the employees’ queries.

Legal Compliances & Lesioning:

· Ensure Statutory Compliance with various Applicable labour laws (e.g. Factory Act, PF Act, Bonus Act, Gratuity Act, Contract Labour Act, Minimum Wages Act,) 
· Liaisoning with Labour Officer, Factory Inspector, PF Enforcement Officer, Employment Exchange, Police Station etc.
· To handle legal compliance parts of various audits conducted in the plant.

Contract Labour Management:

· Ensure manpower supply / Deployment of Labour as per the license.
· Creating Contract Labour Agreement as per the requirement.
· Maintain good relations among Management, Contractors, and Labour. 
· Ensuring compliance fulfillment by contractors.
· Ensure timely payment to Contractor Labour.

Employee & Industrial Relations:
· Counseling & develop and maintaining harmonious relationships among employees within the plant.
· Listening to workers’ grievances individually as well as collectively and monitoring communication meetings with workers to solve their problems.
· Taking disciplinary action against indiscipline cases, show cause notices, absenteeism letters, issuing warnings, charge sheet, suspension letters, etc. 
· Creating various committees like the works committee, canteen Committee, and welfare Committee, and implementing the corrective actions.

MIS & Data Interpretation & analysis:
· Conducting Industrial surveys to check the status of neighboring industries.
· Preparing different types of MIS for the Head office Data analysis.


Achievements:
· Assist Twice 4 years settlement between management and workmen.
· Preparing letters, circulation of letters, and solving queries related to changed structure.
· Always been an initiator & organizer of committees, suggestion schemes, quality initiatives, safety of employees, and other involvement activities of workmen & staff.


Education Qualification
Professional Qualifications:
· Completed 2 years regular MBA from “Institute of Management Studies”, Saharanpur in 2012
· Major – Human Resources, Minor – International Business



 Academic Qualifications:
· B. Com from HNB Garhwal University.
· Senior Sec School from GNOU.
· Higher Sec School from U.P. Board.

Extra-Curricular Activities
1. Member of organizing committee during sports meets, Family get-togethers, and culture programs.
2. Member of Safety, Canteen Committee & organizer of all the cultural activities in the organization.
3. Organized Blood Donation Camps in factories.
4. Certified internal auditor for ISO.


Personal Details
· Name                	                Mr. Krishan Mohan Sharma
· Father’s Name                   Lt. R. C. Sharma
· Date of Birth   	                02nd June 1984
· Sex                                       Male
· Marital Status 	                Married
· Nationality       	                Indian
· Languages Known             English, Hindi (Read, speak and write)
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