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 Cell:     9552521919
Email: nilesh.hiralkar0219@gmail.com     

             nilu_prem@yahoo.co.in
Career Objective-:


 
10+years’ Rich Experience in HR & Administration, 
Human Resource Function - Recruitment, Retention, Interviewing, Performance Management, Attendance & Payroll Management Manpower Planning, Welfare Schemes, Employee Relations, Grievance Handling, and Disciplinary Matters Proven Expertise in Assessing Training Needs in the Command and Arranging Training Sessions to Keep Skill-Level of the Men Up-To-Date With Global Standards 

Administrative Functions – Facilities Management, Transport/Hotel Arrangements, Logistics, Liaison, Security, Vendor Management, Implemented Several Staff Welfare Activities, Man-Management, Time Management and Leadership Skills
Work Experience -: 

Currently working with My Wings A unit of My Car Pvt Ltd as an Assistant Manager HR & Manager from Nov-2017
· Handling 06 people team.
· Conducting employee orientation and facilitating newcomers joining formalities
· Recording, maintaining and monitoring attendance to ensure employee punctuality Preparing and processing timely distribution of salary, bonus, increment salary slip, leave encashment and full and final settlements.
· Bridge management and employee relations by addressing demands, grievances or other issues.

· Reviewing resumes and applications, conducting recruitment interviews and providing the necessary inputs during the hiring process.

· Induction & training for new employee’s

· Handling all branches full fill all requirement & needs of the branches, visit to branches meet all employees and HOD.
· Handling all statutory compliance, i.e. ESIC, PF, Profession Tax, MLWF, MPCB, Shop Act license, all kind of License & renewals
· Maintain Record of attendance, leave & time office functions.
· Contractual Labour activities- like security employees attendance &   

compliance etc.
· To manage Day-to-Day activities functions of HR & Administration Dept.
· Maintain compensation and benefits program.

· Assess training needs to apply and monitor training programs.

· Report to management and provide decision support through HR metrics & MIS.

·  Responsible for Internals (Company) Manpower requirements.
·  Hands on experience on Job Portals like Naukri, Jobs ahead, Monster com, and Times    Jobs, etc.
·  Processing payments of vendors after checking bill invoices, maintain &update all

·  Record keeping of office documents, databases & Emails correspondence &  

 Communication with vendors, vender’s agreements & renewals

·  Control &taking care of available resources, Coordination with vendors for skills     

        Manpower & manpower Cost      

·  Development & monitoring maintenances office premises.
· Handling the full and final settlement of the employees ,Administration of all contract labor, Conducting various welfare activities .Community initiatives programs - organizing and participation
Working Kirloskar Chillers Pvt Ltd Pune as an Admin/HR &Officer from 
Nov 2014 to Sep 2017
· Taking candidates Interview selection salary negotiation joining formalities, documents verification
· Handling all Branches & take care them as branch HR, full fill all requirement & needs of the branches, visit to branches meet all employees and understand each other
· Induction & training for new employee’s
· Handling all statutory compliance, i.e. ESIC, PF, Profession Tax, MLWF, MPCB, Employee Exchange, Shop Act license, Factory license, ETC Department All Branches all Kind of License& Renewals 

· All annual return of Statutory Compliances 

· Maintain record of attendance, Leave & Time office functions
· Contractual Labour activities- like security housekeeping employees attendance &   

       Compliance etc.
· To manage Day-to-Day activities functions of HR & Administration Dept.
· To monitoring/implement/maintain intramural & extramural Welfare Activities
· To implement training calendar and provide training as identified by respective 

Departments
· Responsible for internals (Company) manpower  requirements
· Arrangements transportation & hotel accommodation, conference meeting
· Hands on experience on Job Portals like Naukri, Jobs ahead, Monster com, and Times    Jobs, etc.
· Processing payments of vendors after checking bill invoices, maintain &update all

Record keeping of office documents, databases & emails correspondence & communication with vendor’s, vendor’s agreements & renewals
· Control & taking care of available resources, Coordination with vendors for skills  

manpower & manpower cost development.

· Compliance as per company policies & procedures, monitoring & maintenances office premises.
· Arrangements/ordering office stationery, computer stationary& printing stationary & house keeping  

· Material and other day to day requirements.
All AMC Services like (Air conditioner, Fire Extinguisher, Pest control, Generator,  

       UPS, Printer, Xerox machine), 

· Work With Pandit Automotive Pvt Ltd Pune As a HR Admin & Operation Officer from 
 Nov 2012 To Nov 2014
· Role: HR Admin & Operation
· Job Profile: 
· Human Resource:  
· Maintaining and updating Employee data.
·  Joining Formalities of Employees.
· Coordinating Probation and Confirmation, Superannuation Process
 Attendance and Leave Administration Activities 
 Wage & salary administration activities.

·  Processing Employee PF, ESI, Mediclaim & other employment registration.
·  Filling various returns under various statutes 
 Support various HR Initiatives at office.
·  Responsible for Internals (Company) Requirements.
·  Maintaining good relations with vendor and employers.
· ADMINISTRATION 

· Processing payments of vendors after checking bill /invoices, maintain &update all documents.
· Manpower handling monitoring the staff, their work follow up, reporting, assigning duties.       

· Attendance, discipline, work environment & confidentiality, etc. 
record keeping of office documents, databases & Emails 
Correspondence & communication with vendors.
·  Coordination with vendors for skills manpower & manpower cost 
 To manage Day-to-Day activities & function of administration.
·  Arrangements ordering office stationery, computer stationary& printing stationary.

· HOUSEKEEPING &MAINTAINANCE: 
 Electrical, Carpentry, Plumbing, etc. 
 Hygiene &Cleanliness of the entire operational premises.
 Filling & Maintaining Record.

· DISPATCH:
  Courier inward, out ward, note entries & follow up take care of company assets 
  Monitoring scrap material & dispatch to scrap vendors maintain and update the required  

  data.

· RECORD’S KEEPING: 
·  Routine servicing of office property/company asset. 
·  All AMC Services like (Air conditioner, Fire Extinguisher, Pest control, Generator,  

UPS, Printer, Xerox machine.)
·  Arrangements/Ordering Equipment’s for maintenance Materials like electrical,      
Carpentry & Plumbing Item as per requirements. 

· Maintain record of MIS reporting to update the management on regular basis.
· Maintain record of attendance & leave records of company staff & contractual   

Labour as well as take care of compliance etc. 
· Maintained nonunion environment through excellent communication with support 
Staff.
· The time office functions.
· Handling Payroll of direct & indirect Employee.
· Work With Polychroic Petrochemicals Pvt Ltd Pune As an Assistant HR & Admin from April 2009 to Sep 2011.
· Worked with Tecnosys Staffing Services, Pune, as a Sr Recruiter from Nov 2007 to Sep 2009.
· Worked with Pride Hotel Pvt Ltd, Pune in F&B , Sale & Marketing   

Department as an Executive for years 2005 to 2007.
· Educational Qualification
 
· MPM from Naralkar Institute Pune University Pune 2014.

· M.A. from Dr. Babasaheb Aambedkar Marathwada University in 2007.
· PG in Hotel Management from Global Institute Pune in 2005.
· BA From Dr.Babasaheb Aambedkar Marathwada University in 2004
 
· Computer Proficiency
 MS-CIT (Maharashtra State-Certificate in Information Technology)



· Personal Details:
Name:              Nilesh Anantrao Hiralkar

Address:          Kudle Patil complex B-09 F-09
                         Manikbaug, Sinhagad road 
                         PUNE 
Mob:                
Date of Birth: 19 June 1984
Nationality:    Indian

Regional:        Hindu
                        
Language:      Marathi, English, and Hindi
Hobbies:         Singing, Acting, and Cricket

       Nilesh Anantrao Hiralkar

