Pawan Kumar Sharma
Contact No.:  9596764256/9419262438 ~ Email: pawan7799@rediffmail.com 
DOB:  12th October 1974 
Address:  Flat no 906, 2nd Floor, Block I, Dream Home Apartments, Greater Kailash, Jammu (J&K) Pin 180011.


Current Company and Job Profile: Ascend Telecom Infrastructure Pvt.Ltd. 

Senior Manager - HR from 26 Jun 2008 to till date.(location Jammu  & Mohali)
HR Services – Manpower planning, Recruitment, Staff & Payroll outsourcing and Statutory compliances under various labour and Industrial laws, benefits and execution of human resources initiatives that enable the organization to meet its human resources objectives.
HR audits, Staff training and skill up gradation programmes for productivity improvement.

Vendor Management - SPOC for vendor management for the circles J&K, Assam, PHHP, UPE & W, BR/ JH, OR, MH, MPCG  & WB (i.e North East Region) and supervising budgeting along with compiling  MIS on weekly/monthly basis on behalf of corp. HR.
ESG Services – Environment, Social and Governance services such as organising awareness programme and collating all ESG related documents from circle offices and warehouses on PAN India basis. 
HR CORE COMPETENCIES



A. Strategic Planning.
· Formulating strategies for the achievement of goals in the organization.

· Designing & implementing systems, policies & procedures to facilitate internal control.

· Clearly Understanding changes in the business and its impact on Human Resource policies.

· Implementing Company vision programme from micro level perspective.
· Coordination and working with Circle HRs and Circle Heads in developing appropriate result-oriented actions at circle and regional level.
· Building and developing company positive brand image in the market.
B. Personnel Administration.
· Recruitment & Resourcing.
· Management of the complete recruitment life cycle for sourcing the best talent from diverse sources after identification of manpower requirements.

· Planning human resource requirements in consultation with heads of different functional &     operational areas and conducting selection interviews.

· Overseeing induction/ orientation as well as implementing Induction & Personnel Manual.

· Performance Appraisal.
· Assisting in  timely  implementation of  increment, incentive and other remuneration policies.

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

· Administering conceptualization and implementation of the Performance Management System for rewarding exceptional performers.

· Training & Development.
· Conceptualizing & developing training & development initiatives for improved productivity, building capability and quality enhancement.

· Identifying training needs across levels through mapping of skills required for particular positions and analysis of the existing level of competencies.

· Organizing Training programs, refresher training programs of internal & external agencies, developing multi skills as per defined standards.
C. Employee Welfare.
· Handling Wage and Salary administration as well as undertaking Management of discipline conflict resolution viz. show-cause notices, charge sheets, warning letters etc.

· Resolving employee’s grievances, certification of wages paid by the outsourcing agency, periodic auditing of compliance, and organizing Family meets and various motivated events for the employees.
· Ensuring celebration of employee’s birthday, work anniversary and festival celebration etc.
· Extending Support to Ex emps for their EPF withdrawal. 

D. Industrial Relations.
· Ensuring prompt resolution of employee grievances to maintain cordial management-employee relations and achieve dedication by the workers.

· Ensuring proper implementation of HR policies and Code of Conduct of the Company, and thereby providing support on disciplinary actions taken, if any.

· Negotiating and amicably settling differences and maintaining discipline & harmonious working environment across all employee levels.

· Ensuring statutory compliance at all levels involving liaison with external agencies, Govt. authorities & offices like Minimum Wages, PF/ESI/ Renewal of RCs under Shops & Establishment Act and etc. Redressal of employee’s grievances.
E.  Business Development Practices and Branding. 
· Managing events like Employee Engagement Activities and ensuring customer satisfaction /employee satisfaction report  as per standards.  
· Handling Project on Corporate Social Responsibility as per the norms.
F. General Administration and Liasioning.
· Liasion with Govt / Semi – Govt & local bodies as per organizational requirement.
· Overseeing the implementation of corporate administrative  policies in the organization.

· Managing workshops, seminars & conferences etc.
· Establishing housekeeping standards & facility management, office communication & hotel booking etc.
· Preparation and supervising of administrative budget & MIS of the complete administrative functions.

CAREER CONTOUR



1. Worked with Cadila Pharmaceuticals Ltd. ( IGC Samba, Jammu  ) as a Senior Officer-HR  from  Mar. 2007 to 25 Jun.2008 with 500+ manpower.
2 Worked with Hotel K.C. Residency as a Personnel Officer at Jammu from, Dec.2002 to Feb. 2007 with 200+ manpower.
3 Worked with Singer India Ltd. as a Senior Supervisor (Personnel Deptt.)  from  Jan. 1997 to Dec.2002  at the Jammu Plant(600 manpower approx.)
ACADEMIA



Professional :1-Master of Human Resource Management. (Pondicherry University)


         2-Diploma in Computer in Office Management (IGNOU)                                                    


         3-Post Graduate Diploma in Human Resource Management (Symbiosis Centre For Distance   Learning)

Academic:     B.Sc. (Non-Medical.) from University of Jammu.
IT PROFICIENCY



Application:
MS Office & ERP & SAP.
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