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Carrier Objective

To seek a challenging opportunity where my skills could be put to contribute directly to the organization and to improve my potentials in the HR system and process.

Summary of Professional careers

 Currently working with Evan Hospital Muzaffarnagar (U.P.) as Manager HR since 1st August 2016 to Still.
Recruitment & Selection Role: The recruitment process will be furthered by post recruitment activities like issuing offer letters, appointment letters, organizing inductions, creation of personal dossiers, probation evaluation/confirmation, employee transfers, and employee exit procedures.

 Payroll Activities: Assist in payroll of the department and provide specialist clerical and administrative work in order      

 to ensure the efficient provision of HR services to support the provision of high quality HR activities. 

Performance Appraisal Process: Designing and implementation of policies and processes related to Performance Management    across the organization. Prominent components include Performance Appraisals, Mid Year Performance Feedback, Rewards and Recognition Plan.

Employee’s Engagement Activities: Responsible for all employee benefits & employee engagement practices. Employee welfare/benefits will comprise of issuing uniforms, shoes, ID's, Tea & refreshment, and incentives. Employee engagement shall include organizing games, Picnics, camps, birthday parties, Fun Zone activities etc.

Statutory Compliances: Responsible for ensuring that all statutory compliances with respect to the labour department, ESIC, EPF, Employee Legal Cases, Factory & Boilers, Pollution Dept. etc. are adhered. 

Other HR Issue’s & Activities: Readdressed of employee grievances & complete employee retention activities. Preparation of MIS and other reports and updating Management for decision-making process.

Company:

    Rungta Hospital, Jaipur

Type:

                   Assistant Manager HR

Duration:

    14th Dec 2013 to July-16

Recruitment as per man power requirement including sourcing, shortlisting and first level of screening.

Sourcing the candidates from job portals, employee referrals and social media and job posting in the portal.
Complete communication and co-ordination with candidates/external agencies for interviews incl. closure mails to candidates.
Management of Time Office Function - marking present, absent, leave, late coming, wages & salary preparation, 
overtime payment.
Preparing of Monthly Payroll of employees’ & other related function like ESIC & PF Challan & other Yearly/Half Year Returns.

Making HRIS on weekly basis such as Training Feedback, Induction Feedback and Recruitment, Attrition Ration on monthly levels etc.

Generating the monthly reports related with the HR effectiveness indicators like absenteeism, new joining reports, leaves reports, monthly covering ESI/PF employees reports.

Facilitate, monitor and ensure implementation of robust Performance Management System across all levels.

Regular Counseling (Sort out the problems, Confusions & Complaints based on HR / Personnel matters).

Providing current and prospective employees with information about policies, job duties (KRA, working conditions, wages, opportunities for promotion and employee benefits & incentives.

Employee Engagement activity such as Reward & Recognition Plan, Staff Picnic, Fun Zone, EOM etc.
Weekly basis conduct new employee Induction & orientation to foster positive objective towards organizational objectives.

Statutory Compliances & IR Function. Arranging for the exit Interview and analyzing the reason for attrition.

Checking of all Security & HK Function and other repairing & maintenance work.

Company:

    Pantaloon Retail (I) Ltd

Type:

                  Assistant Manager HR

Duration:

    Nov 2008 to Nov 2013
Role and Responsibility:

· Recruitment & Selection Role: The recruitment process will be furthered by post recruitment activities like issuing offer letters, appointment letters, organizing inductions, creation of personal dossiers, probation evaluation/confirmation, employee transfers, and employee exit procedures.

· Assist in payroll of the department and provide specialist clerical and administrative work in order to ensure the efficient provision of HR services to support the provision of high quality HR activities.   

· Responsible for adherence to manpower zoning i.e. budgeting of head count & strict adherence to the same. 

· Maintenance & updating of Store employee MIS and submitting monthly MIS report on time.

· Performance Management:- Managing Appraisal process across all levels and establishing framework for substantiating Performance Appraisal system linked to Reward Management. 

· Manage and maintain employee relations issues and manage all aspects of employee retention.
· Responsible for all employee benefits & employee engagement practices. Employee welfare/benefits will comprise of issuing uniforms, shoes, ID's, Tea & refreshment, and incentives. Employee engagement shall include organizing games, Picnics, camps, birthday parties, Fun Zone activities etc.

· Readdressed of employee grievances & complete employee retention activities. 

· Performance Appraisal of the store employees. .Responsible for ensuring that all statutory compliances with respect to the labour department, ESIC, EPF etc. are adhered. 

· Responsible for entire HR operations of the Rajasthan.

· Updation of HR Data in SAP on regular basis and regular track the pendency.

· Implementation of HR Policy practices & processes.

Professional Experience

Company:

  Ratan Textiles Pvt. Ltd. Sitapur, Jaipur

Type:

                 Sr.Executive HR & Admin 

Duration:

  May 2005 to Oct 2008
Role and Responsibility:

· Responsible for complete joining and induction of all employees.

· Management of Time Office Function - marking present, absent, leave, late coming, wages & salary preparation, overtime payment. In-Out time analysis, full and final settlement, contractor’s payment etc.

· Arranging for the exit Interview and analyzing the reason for attrition.

· Generating the monthly reports related with the HR effectiveness indicators like absenteeism, suggestion schemes, new joining reports, leaves reports, vacancy report, salary advance report, exit people report, monthly covering ESI/PF employees reports, daily activity report and half-yearly covering pay-roll employees report.

· Assist in payroll of the department and provide specialist clerical and administrative work in order to ensure the efficient provision of HR services to support the provision of high quality HR activities.

· Coordinating in induction programme at Senior & Junior Level.

· Regular Counseling (Sort out the problems, Confusions & Complaints based on HR / Personnel matters).

· Manpower Planning for three branches & making Manpower strength Chart.

· Coordinating and Handling Performance Appraisal & making brief reports.

· Looking Electronic punching card (Attendance) system for all location in Jaipur.

· Matters of issuing various certificates identify Cards & visiting cards.

· Monitoring & checking all the correspondence issued from HR / Personnel.
Academics

· Masters in Human Resource Management from University of Rajasthan, Jaipur with 53% in 2007.

· MBA from Institute of Management of Technology, Gaziabad with 62% in 2008.

· Graduation (B.Com.) from University of Rajasthan, Jaipur with 65% in 2005.

· Senior Secondary from Rajasthan Board with 62% in 2002.

· Secondary from Rajasthan Board with 58% in 2000.

Personal Information

Father Name

: Sh. Kamal Chand Jain

Date of Birth

: 13/05/1985
Sex


: Male

Marital Status

: Married

Permanent Address
: H.N. 85/407 

 


 Partap Nagar Sector 8,

  
  
 Sanganer, Jaipur (Rajathan)
Correspondance Add
:Muzaffarnagar (U.P.)

Mobile No

 : 9785394190, 7088002610 
E-Mail Address
              : rohit_hr17@rediffmail.com
Declaration

I hereby solemnly declare that the above-furnished particulars are true to the best of my knowledge and belief. On the event of my selection to this job, I shall endeavor my best to the maximum benefit of the company.



























(Rohit Jain)
