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Shantanu Kumar 
Mobile: 7054390097
E -Mail: sk.verma@hotmail.com
BHM + MBA (HR &  Marketing ) + 11 Years’ Experience in HR,
Training & Development, Administration and  Hospitality Management
OBJECTIVE

Seeking challenging assignments in an organization of repute which provides me avenues for professional learning and makes good use of my  Soft  and technical  skills and encourages individual growth development
SYNOPSIS

· A result oriented professional with 11 years of comprehensive experience  HR Management ,  Facility Service Management, Administration, Hospitality  Operation Management, Training & Development, Business Analysis and People Management.

· Highly focused with a comprehensive knowledge and understanding of various sectors. A consistent track record of successfully employing best business practices that improve efficiency, reduce operating costs whilst increasing productivity
· Remarkable ability to establish  system and procedures of administration and  Human resource  management within team & group member

· Excellent team leadership , motivator  and communicator; understands and resolves issues. Responsible for resolving corporate & guest complaints on performance bottlenecks                                                                                                                                 

KRA – Key Area’s Result
 
HR Management:  Manpower planning, Selection, Recruitment at all Levels, Induction, Training, Career Progression, Performance Management, Organization Building, Develop & Implement Personnel Policies, Systems & Procedures, Generating MIS, Competency & Skill Mapping, Build Teams, Promote Inter-personal relations, Administration of Welfare Schemes, Compensation, Counseling & Feed back, Supervision of Administration & Strong service Orientation, All Statutory Compliance/’s, Bonus and Long Term Settlements 

General Administration;Vendor & Contractor Management , Electrical, Plumbing, Carpentry , Civil works, Canteen & Cafeteria, Transportation,  Travel Operations,  Safety & Security, House Keeping , Food & Beverage, Budget / Costing, MIS, Billing as well as Ensure upkeep of  Asset Propriety , Machinery & equipments in efficient working condition
PROFESSIONAL QUALIFICATION
MBA                                                                                                                                   Period: 2003 -2005                                                                                                                                                                                                                                                                                                                                               

Kalinga Institute of Industrial Technology University,   KIIT University, Bhubaneswar

Specialization: Human Resource Management and Marketing Management

BHM                                                                                                                                  Period: 1999 - 2002                                                                                                                                                    

M. S. Ramiah College of Hotel Management, Bangalore University. 
      Specialization:  Food & Beverage Service and Front Office Management
PROFESSIONAL EXPERIENCE
Jyoti Structure Ltd Lucknow                                                                                          Jan 2015 – Till Date

Designation:  Sr. Officer      

Key Responsibility: Administration      

Dwarka Hospital, Allahabad                                                                                         June 2012 – Dec 2014

Designation:  HR & Administrative Officer         

Key Responsibility: HR & Administration                

Orchid Design Pvt Ltd New Delhi                                                                            August 2008 – May 2012 
Designation:  HR Manager     

Key Responsibility: HR & Administration            

Park Plaza Hotel Jaipur                                                                                             April 2005 – June 2008                                                                                                                                           
Designation: HR Manager  

Key Responsibility: HR & Training & Development
Taj Hotel Savoy Ooty                                                                                                 May 2002 -   April 2003

Designation:    Captain- Food & Beverage Service                 

Key Responsibility : Food & Beverage Service 
AREAS OF EXPOSURE & EXPERTISE 
General Administration

1. Managing housekeeping, security, canteen, transportation, gardening, Pantry services,  travel operation  , Reception area with managing the team work
2. Maintenance and Monitoring work  of  electrical, Plumbing, Carpentry, Civil work on premises

3. Monitoring and maintenance  of  A.C, CCTV, UPS, DG Set, Computers,  safety equipment Fire Alarm Pane & smoke detectors. Liaise for maintenance services ( AMC)

4. Progress report of site and Scope of work on contact basis with supply manpower

5. Taking care of the Attendance registered and prepared the time sheet for all the employees on monthly basis, Submit attendance ,leave application, time sheet report
6. Contract Aggrement – LOI , LOA document study & analysis.Contact price & tems of payment procedures.Bid and tender document , form, price and purposal study

7. Tender drawining & technical speificatio of project.
8. Quality Assurance and inspection project site.

9. Managing Contract work on site and handle the contractor and  labour  at project site

10. Responsible for resolving corporate complaints on performance bottlenecks
11. Building healthy relationship with supplier and vendors

12. Maintain Human Resources Information System / update of personnel records 
13. Responsible for maintaining hygienic surroundings by efficiently managing premises.
14. Ensure upkeep of Asset Propriety, Machinery & equipments in efficient working condition. 

15. Control of an Administration P&L with responsibility for managing budgets and costs.

16. Liaise with vendors for purchase orders, vendor reconciliation, invoices & agreements, Co-ordinate with
17. Arranging Quotations, billing of vendors and equipment for maintenance & new  Installations as well as for improvement of present technical system

18. Responsible for reviewing, approving payables, developing and managing the department budget.

19. Budget allocation, maintaining petty cash& other expenses.Accountable for tracking expenditures, reconciling accounts, Monitoring biweekly payroll expenses

20. Tracking & maintaining inventory levels for all items required and preparing material requirement plan as per the requirement of site and project

21. Assisting accounts people in Physical Verification of book balance, ground balance. Suppliers Bill checking, Processing & Prepare statement of bills due and payable
22. Accountable for all the utilities & maintenance schedule,  monitoring & breakdown maintenance planning.Checking the bills like phone,printing & office stationeries, equipment process  as well as AMC of office equipments

23. Organized conference, Seminars,  Plantation, Blood Donate Camp, Trip Arrangement, Annual Day events etc 
Manpower Planning & Recruitment
1. Manpower Budgeting.Preparation of Manpower plans for Recruitment of personnel at various levels according to Sanctions obtained from Management
2. Preparing job Specifications based on the requirements. Liaising with external HR Consultants and Recruitment Firms to fulfill the manpower requirements of the organization. 
3. Searching Profiles from Internet for desired candidates. Preparing proper organization execution of the interviews process until issuance of Appointment letter i.e. Scrutinizing Resumes, Scheduling Interviews, and Conducting Interviews etc., second level interview with technical expert and recommending suitable candidates for appointment. 
4. Handling of functions like Appointment & offer letter, employee joining & leaving formalities. 
5. Managed the recruitment of support staff by the most cost and time effective means whilst ensuring that the quality meets the specification.
6. Participate in formulation of recruitment & selection Policy and update the policy and manuals time to time.
7. Accountable for planning and monitoring the deployment of the  outsourcing employees / contact staff
8. Making entry of records in ERP & FoxPro . Preparation of Monthly Budget & Cost Statement of manpower of departement 
Performance Appraisal

1. Manage Appraisal process across the levels including preparation of Career Progression charts.

2. Establish the framework for substantiating Performance Appraisal System linked to the Reward Management and Career Progression System.

3. Designing of Performance Appraisal Formats for Different category of Employees.

4. Forwarding the Appraisal to the Related HOD ‘s and analyzing them

5. Counseling of Employees up to Executive level (Based on the comments from Performance Appraisal)

6. Analysing the Training recommendations from the Appraisals
Payroll / Statutory Compliances

1. Maintenance of documentation and liaison with Govt. departments to maintain compliance with statutory requirements for Personnel related statues.

2. Monitor the compensation trends and research employee benefit practices to recommend changes or modifications to existing policies. And developing Competitive Compensation and benefits structure

3. Handled engagement of Laborer contractors and maintained compliances with provisions of Contract Laborer Act. 

4. Administration of benefits and terminal payments under various statutes

5. Payment of Bonus Act, Payment of Gratuity Act and Factories Act, besides other relevant statutes like PF, ESI Etc...

6. Maintenance of Records to be kept under  Pollution Control Board Act and Industrial Health Safety and Security Act
7. opening Bank account in co-ordinance with the bank, Co – ordination with Account Departement.
8. .Devise systems for periodic compensation reviews and administration of increments and Attendance bonus, besides other bonuses.

9. Co-ordinate for maintenance of Attendance & leave records for calculation of salaries & Wages, PF, ESI Etc.

10. Implement and introduce production bonus and incentive schemes as part of Motivational schemes.

11. Ensure appropriate deductions as per provisions of Payment of Wages Act.

Employee Relationship / IR
1. Formulating company’s Personnel Policy. Assisting in ensuring the company’s Policy is made known to all Executive, Supervisor staff & Employees of the company.

2. Excellent communication skills with Pleasing Manner

3. Advise and assist other departmental managers on interpretation and administration of personnel policies and programs.

4. Preparation and administration of Memorandum of Settlement under Industrial Disputes Act.

5. Formulating company’s Personnel Policy. Assisting in ensuring the company’s Policy is made known to all Executive, Supervisor staff & Employees of the company.

6. Developed and introduced reward system like Man of the Month Unit wise.

7. Having a Feast called as Friday Feast, with Four of our Employees and Chairman to honor them.

8. Providing independent counselling to employees to resolve work-related problems that may relate to performance and/or discipline based issue. 

9. Interact with teams/individuals as part of formal/informal groups so as to feel the pulse of the organization and bring about changes/improvements. Employee retention by ensuring a friendly and conducive environment. 

10. Ensure prompt resolution of employee grievances to maintain cordial management-employee relations and achieve dedication by the workers. 
11. Implement disciplinary standards for minimizing violations of rules & regulations. Attend interpersonal issues arising at work place & initiating motivational activities
Training & Development

1 Designing of Questionnaires for the Identification of Training Needs

2 Analyzing of Training Needs Identified.

3 Finalizations of Training Needs in consultation with the HOD‘s & to find out the resources to impart the Training.

4 Preparation of the Annual Training Calendar
5 Co-coordinating to conduct the In-house and External Training Programmes

6 Designing of Questionnaires to get feedback from the participants of the Training Programmes and analyzing them.

7 Conducting Training Programmes for workers & Executives on Assigned Topics

8 Dealing with the Training Imparting Agencies
Safety & Risk Management

1. Conducting Safety Audits

2. Conducting Safety Meetings

3. Preparing KYK Analysis

4.  Fire Safety Training and Periodical Mock-Drill Arrangements

5. First Aid and Life Saving Training 

6. Emergency Preparedness and Evacuation Training 

Hospitality Service

1. Team Handling Food & Beverage Service.  Briefing / scheduling staff, Assign Food & Beverage Sales target, Organizing duty roster of service staff and addressing guest requirement and reaching to them.

2. Overseeing all aspects of Kitchen management including menu-planning & monitoring food production. Ensuring compliance with pre-set quality & hygiene standards as well as aesthetic presentation of food and beverages

3. Overseeing primary and secondary sales & marketing activities; forecasting monthly / quarterly sales targets with achievement room , conference,  resturant, banquet hall booking 

4. Preparing and monitoring of food & beverage budgets and maintaining appropriate documentation for sales, costs and inventory control for timely indenting of supplies & purchase
5. Front Office Management  Registration/ Reservation Operation & Reporting, Room Positioning & Forecasting, FO Check in / Checkout Procedures, Handling Guest Accounting Cycles, Front office Financial Management  & Maintain Guest Accounts

6. Coordination with Food & Beverage Service, Production, Front Office and Housekeeping Department

5 S System - Team Management

1. Monitoring the System through periodical audit and review the same in the Minutes of the Meeting with Top management and sending the reports to CHAIRMAN /  M.D.’s / Director 
2. Being the Core Committee of 5S, Advertisements, Training, Follow-ups are being done.

3. Co- ordination with Sr. Manager & Team member of employees. 

4. Leading and motivating teams ensuring their career development and positive contribution to the company.   A mature & balanced decision-maker, strong exposure and understanding of resource strategy planning and implementation within the department. 

5. Excellent communication & interpersonal skills with the ability to work in multi-cultural environment. with strong troubleshooting & problem solving skills .

Record Maintenance(HR & Administration)
1. Data Bank of Employees [Qualification, Potential and Experience wise etc.]

2. Employee Appointment Order copy File

3. Employee Personal Details

4. Employee Training Details and their Training History card

5. Employee Salary Details etc. [Salary Details, Deductions, Additions etc.]

6. Absenteeism report and Visual Display Graph

7. Employee Turnover Report and Visual Display Graph

8. Accident Reports Visual Graph and Feed back from the Concerned Department Heads

9. Daily Site Report, Duty Roster, Job Card, Work / Shift schedule, Equipment Detail,Machine Status,Stock Status, Consumption status , SNAG list, Lost & Found,  Grooming & uniform, Check list, Obervation report of administration  
10. Corrective and Preventive Action Reports , 
11. Keeping the Related Documents ESI, PF, Gratuity, Insurance, Etc.

12. Statuary Requirements

13. Employees personal files

14. Generating MIS Reports on Manpower strength statement
15. Making entry of records in ERP & FoxPro and Maintaining of Inward and Outward Records
16. Drafting correspondence  DPR , BOQ, DSR , MRN, MCR, GIN, LMR , DC, Stock regisrer / log book , office Inventory regisrer / log book ,  Security outward / Inward regisrer / log book. Maintance regisrer / log book
17. Preparation of Monthly Material Reconciliation Statement
                                          M.I.S [Management Information System]

Reports Presentation to Sr.Manager / Director consisting of the Performance Level of Each and Every Department and their Achievements in a Month like… Production plans Vs Achieved Target, High Value machine and manpower resources utilization etc., and reviewing them periodically.

SIGNIFICANT ACHIVEMENT
1. SOP : Standard Operating Procedure  Administration  and Facility Service operation - housekeeping, Cafetria. Canteen, Pantry service ,  travel operation  Front office management
2. Supporting and implementing people development activities like Performance Management, Job Evaluation, Compensation System implementation, Etc

3. Implemented Automation in Attendance System with RF and Thump Reader

4. Support the HR Head in variation of High – Performance team

5. Streamlined Recruitment and Training Processes in the Organization for achieving better results.

6. Played an important role in the Design and Implementation of the New Incentive System for the different Functional Departments.

7. Designed the Induction Policies and Welcome Kit for the newly hired Employees/Executives.

8. Efficiently handled the development of the new HR Information System in the organization.

9. Defined and issued Job Description to all Employees.

10. Achieved reduction in the Recruitment cycle time. Ensuring a Mean Time to Recruitment target of 2 weeks within receipt of Resignation letter for all critical position and a period of 3 weeks for others.

11. Implemented a 360-Degree Appraisal System in the Organization to evaluate team leaders and provide Constructive Feedback to them for their personal development in the Job.

12. Formulated HR Policy Manual and Administration Operation Manual 
13. Formulated Incentive Schemes for all Direct and Indirect Workmen 

14. Suggestion Scheme System was implemented 

15. Formed Effective Quality Circle Group 

16. Improvement in ineffective areas and giving more Importance to resolve the Customer’s Complaints

  MBA PROJECT -  On the Job Training

· A study of employee satisfaction and compensation Management at Coffee Day Xpress Bangalore

· A study of employee Performance Appraisal Management at Coffee Day Xpress Bangalore

· Corporate Business & Evaluations of Sarovar Park Plaza Carlson group of Hotels. 

IT SKILLS
Advance Diploma Computer Application Course, MS-Office, Excel, PowerPoint etc. 
BHM PROJECT INDUSTRIAL TRAINING
· Maurya Hotel, ITDC, New Delhi, Trainees in Food & Beverage Service and Production.
· Ashoka group hotel (ITDC), New Delhi, Market Feasibility, Financial viability, Hospital canteen Fast food chains
PERSONAL PROFILE

Date of Birth: 25th Dec. 1978

Passport No: K5100384 Date of Expiry 16/07/2022
Present Address: D1/67 Sushant Golf City  Ansal API Lucknow
Permanent Address : Sec 3A /225 Bokaro Steel City Jharkhand

Email: sk.verma@hotmail.com/ skv.shantanu@gmail.com
Contact Number:  7054390097 / 9430813575
Languages known: English & Hindi

Hobbies & Interest:  Meditation and Yoga 
(Shantanu Kumar )

CORE COMPETENCIES 


General Administration 


Recruitment & Selection


Training & Development


Performance Appraisal


Employee Welfare 


Resources Deployment


Revenue Management


Costing & Budget  


Transportation / Logistic  


Travel /Tour Operations


Safety & Security


Contractor & Vendors 


Asset Propriety Maintance


Hospitality Operation


MIS






























