NILESHKUMAR  BIPINCHANDRA SHETH
  



 NILESH B SHETH         
Mobile: 
74859 70183 , 88495 23633
E-Mail: 
shethnilesh84@gmail.com
PROFESSIONAL PROFILE

· HR Professional with 15+ years of experience in Recruitment, Induction to new Joiners, Payroll, Legal Compliance, Administration and other HR Operations.
PROFESSIONAL EXPERIENCE
ALUDECOR LAMINATION PVT. LTD – (May 2024 till date)
Assistant Manager - HR and Admin West Zone. (Aslali, Ahmedabad)       

Highlights:


· Contractor’s attendance and bills processing of Ahmedabad, Mumbai and Pune location.
· Face registration in face reading machine
· Recruitment of all three locations through naukri.com and times jobs.com.
· Statutory compliance verification of contractor of Ahmedabad, Mumbai and Pune location.
· Salary and attendance query solving of staff and contractor labours.
· Reporting to Sr. Manager HR and Admin.
· Pantry and Housekeeping management of all three locations.
RENEW POWER LTD – (15th April 2024 to 26th April 24)
Sr. Exceutive – HR operation – Dholera Plant. 

Highlights:


HR generalist profile.

ALUDECOR LAMINATION PVT. LTD – (October 2022 to April 24)
Assistant Manager - HR and Admin West Zone (Aslali, Ahmedabad)       

Highlights:


· Contractor’s attendance and bills processing of Ahmedabad, Mumbai and Pune location.
· Contractor work order preparation.
· Face registration in face reading machine
· Recruitment of all three locations through naukri.com and times jobs.com.
· Statutory compliance verification of contractor of Ahmedabad, Mumbai and Pune location.
· Salary and attendance query solving of staff and contractor labours.
· Reporting to Sr. Manager HR and Admin.
· Pantry and Housekeeping management of all three locations.
SHAH ALLOYS LTD – (August’2019 to October 2022)
Sr. Executive - HR (Santej Plant)       

Highlights:


· Joining formalities.

· Time keeping of both contractor and staff plant employees.
· Security agencies monthly bill processing along with  PO preparation
· Attendance query solving of both contractor and staff plant employees in HRMS software.
· Online PF KYC updation and UAN activation.

· Recruitment work.
DANGEE DUMS LTD – (April ’2019 to July 2019) 
Plant Sr. Executive - HR & Administration (Piplaj plant)       

Highlights:


· Plant level HR and Admin activities.
· Legal Compliance work.
· Attendance work of plant employees.
· Housekeeping, Security management and bills processing
· Preparing HR policies and implementation of the same.

· Reporting to factory manager.
JINDAL WORLDWIDE LTD – AMITARA GREEN HITECH TEXTILES PARK PVT LTD – (August’2015 to April 2019) 
Executive - HR & Administration (NAYAKA)       

Highlights:


· Responsible for Recruitment.
· Assisting in New joiners to settle down

· As per responsibility assigned by Management Time to time. 
· Attendance and salary related work. (AMS Software) 
· Administration work like managing security, staff vehicle, housekeeping work, lunch for outsiders etc.

· Directly reporting to Manager HR and Admin and to V P HR and Admin.
OM POWER TRANSMISSION PVT. LTD. – (September’2014 to July 2015) (Employee strength – 500+)
Manager - HR & Administration (MD Office, Science City Road, – Ahmadabad)            







Highlights:


· Administration work related to office and project site.
· Searching and finalisation of vendor for Identity card of employees. 

· On boarding activities of new employees and inducting to him / her.
· Processing and finalising payroll and solving employee’s queries relating to payroll, attendance etc.
· Maintaining and updating employee’s record from their entry to exit.

· Housekeeping management and other admin related activities.
· Reporting directly to Director.
DOSHION PVT. LTD. – (May’2011 till September’2014) (Employee strength – 900+)
HR Executive (Vatva GIDC, Vatva – Ahmadabad)            






Highlights:

· Preparing salary structure.

· Processing and finalising payroll through HRMS for group of companies and time keeping. 
· Preparing Full and final settlement for relieved and absconding employees and coordination with accounts and finance department for payment purpose.
· Housekeeping management, vehicle management, and other admin related activities.
· Reporting directly to AGM personnel.
BHAGWATI BANQUETS & HOTELS LTD. – (October’2010 to May’2011) (Employee strength – 700+)
HR Executive (Corporate Office – Ahmedabad)    
Highlights:
· Responsible for end-to-end recruitment through newspaper advertisement, direct walk-ins and Recruitment consultants.
· Recruitment through Employment exchange, ITI colleges, employee references and from other sources.

· As per JD (Job Description ) sourcing CV through naukri.com 

· Newly joined employees’ bank account opening formalities.
· Induction to new joinees to various locations of TGB within Ahmedabad and also outside Ahmedabad.
· Induction to new joinees through PowerPoint presentation.

· Preparing and issuing offer letters and appointment letters.
· Payroll processing in Viswa software. 
· Preparing Joining Circular for new joinees and sending through mail to group employees.
· Solving payroll related queries of employees.
· Ensure statutory compliance of Labour Laws.

· Reporting directly to Dy. General Manager HR.
M/S INDIGO (CLIENT OF ADANI WILMAR LTD.) – (November’2009 October’10) (Employee strength – 60+)
Jr. Officer HR & Admin. (Kadi Plant – Ta: Kadi, Dist: Mahesana, State: Gujarat)
Highlights:

· Timely payroll processing and finalizing in SAP.
· Update & maintain the database of the employees.
· Maintaining and regularly updating contract Act related registers and also registers related to Factory Act and other Act.
· Administrative activities like vehicle arrangements, Pantry management.
· Passing monthly bill of Vehicle supplier, security provider.
· Purchasing House keeping related material and also passing House keeping contractor monthly bill.
· Solving Employees general queries relating to salary, leave and like.
· Reporting directly to Sr. Manager HR & Admin.
EDUCATION & CREDENTIALS
· Diploma in labour laws and practices (DLLP) – Mahatma Gandhi Labour Institute (MGLI) – Ahmedabad. 2017-2018
· Masters in Human Resource Management (MHRM) - Department of Social Work, Sardar Patel University, Vallabh Vidhya Nagar in 2008-2009
· Master of Commerce (M.Com) – Specialization in Banking and Business Finance from Faculty of commerce, M.S.Unaiversity of Baroda, Vadodara in 2005-2006
· Bachelor of Commerce ( B.Com)  – Specialization in Accounting and Auditing from Faculty of commerce, M.S.University of Baroda, Vadodara in 2003-2004
PERSONAL DETAILS
· Father’s Name


:
Bipinchandra K Sheth

· Marital Status


:
Married

· Nationality


: 
Indian

· Date of Birth


:           12/06/1984

· Language Known


English, Hindi & Gujarati

· Blood Group


: 
B+ve
· Hobbies & Interest 

:           Listening to Music and Reading Books related to labour laws 

· Preferred Location

:
Anywhere 
· Notice Period Required

: 
1 Month 
· Present Address


: 
B-204, Dev Auram Exotica, B/H Aryan City, Vandematram,  
                                                            Gota, Ahmedabad
· Permenent address

:
Same as above
I, Nilesh Sheth, hereby declare that all information provided is true to the best of my knowledge.
Date:                                                                                                                     Signature[image: image1.png]



