Mobile No – +91-9764001277                        Email Id – yatin.mhapankar@gmail.com 
Yatin Mhapankar
https://www.linkedin.com/in/yatin-mhapankar-07554428

Seeking assignment in Human Resources & learning and development in an organization that offer me professional growth where I can utilize my knowledge and experience in contributing towards overall organization growth.
· Profession Forte 
1. Well versed in Human Resources with an overall experience of 5 years.
2. Demonstrated ability to work within tight deadlines.
3. Able to exhibit confidentiality, keen and quick learner, inquisitive.
4. Excellent communication, computer, presentation and interpersonal skills.
5. Ability to communicate with and related to people at any level of management with ease.
6. Flexible to work and adapt in a multi culture environment.	

· Work Experience
· Sr. Officer HR & Admin- UNICHEM LABORATORIES LTD - Pilerne, Goa – From April
2017 -Till date.
· Officer HR & Admin- UNICHEM LABORATORIES LTD- Pilerne Goa- From September 2016 to April 2017.
· Trainee Officer HR & Admin- UNICHEM LABORATORIES LTD- Pilerne Goa- March 2016 to August 2016.
· HR & Admin Executive- DECCAN HONDA PVT LTD – Pune, Maharashtra – From August 2015 to February 2016.
· HR Assistant– ROYAL ASSAGAO RESORTS PVT LTD – Assagao, Goa – From July 2014 to August 2015.

· Educational Credential
· M.B.A. – Major in Human Resources from Pune University. 
· B.C.A. – Major in Computer Applications from Goa University.
Summary of Responsibility handled in Human Resources till date 
· Entry & Exit
1. Interviews - Salary Negotiation /Fixation – Reference Check.
2. Arranging & conducting Interviews/Initial screening the candidates/helping in recruitment processes.
3. Sources – Recruitment agencies, Newspaper advertisement, Employee Reference, E-portal.
4. Joining Formalities, Induction and Orientation, Biometric Registration/uniform allocation/Lockers/Accommodation.
5. Exit Formalities as per the SOP – Exit Interview form, due certificate, F & F settlement report, leave encashment, issue experience & relieving letter.



· Employee Welfare/Engagement
1. Maintain Notice board and update information regularly pertaining to Birthday card, Festival, Important announcement etc.
2. On Boarding of New Joiners 
3. Organizing various team building activities like Parties, Get together, Picnic, Sports.

· Performance Appraisal
1. Monitor the Probationers and get their reviews from respective HOD’s.
2. Managing appraisal process across the levels and establishing framework for substantiating Performance Appraisal system.
3. Issue Probation/Confirmation/ Increments/ Change of status letter.
4. Handling Annual Performance Appraisal Software SAP Success Factors. 

· Training & Development 
1. Formulation of Training calendar; annual / half yearly training calendar & Coordinating and scheduling Training Programs 
2. Preparation of training Attendance/Training Database.

· Contract Labour Act 
1. Maintaining the statutory documents as per the Contract act - Wage register/Muster Roll/Pay slip/overtime/fines/deduction/damages etc.
2. Monthly Contractors bill forwarding to Accounts.

· Statutory/ Legal Compliance 
1. Labour Department for labour license and renewals
2. Maintenance of requisite registers as per various labour laws
3. LWF payment and file of returns and other reports to respective offices.
4. ESIC / PF/ Police verification / Antecedents Check/Issue of ID cards to new workers

· Administration and Report
1. Responsible for maintaining Employee Master Database (HRMS/ HRIS) and Employees personal records etc.
2. Prepare the various Letters – Memo/Warning/Termination/Relieving/Show Cause/ Disciplinary Action/Salary Certificate/Bank salary Transfer letter, etc.
3. Ensure that the staff lockers are well maintained and clean at all time.
4. Address to employee grievance and take appropriate measures to dissolve the dispute and avoid further escalation.
5. Having watch on Housekeeping activity/security personnel.
6. Employee Time Attendance Management

· Safety & Security
1. First aid item check regularly and refill them
2. Adherence to security Policy – Time In& Out, Key deposit, Bag Frisking, Uniform Checking etc.

· PERSONAL PROFILE: -
 Name   	: -   Mr. Yatin Mhapankar
Date of Birth     : 19th August 1991 
Gender               : -    Male
Marital Status: -   Single


