
CareerTimeline

KeyImpactAreas
Industrial&EmployeeRelations Payroll&ComplianceManagement

OrganizationalDevelopment HRPolicyDesign&Implementation

Career&SuccessionPlanning PerformanceManagement

EmployeeEngagement&Welfare ContinuousImprovement

HRAutomation StrategicWorkforcePlanning

StrategicPlanning Budgeting&CostOptimization

SoftSkills

AreaofExposure

 A result-drivenprofessionalofferingover9.5yearsofexperienceinManpowerPlanningandBudgeting,
TalentManagement,Employee Engagementand welfare,PMS,Training and Development,Policy
Formulation /implementation,HR Operations and administrations,IR &ER,PayrollManagement,
Statutory&LegalComplianceManagement.

 ExpertinPayrollandComplianceManagement.Payrollprocess,SalarystructuresandCalculations,compensation
andbenefitsadministration,Bonus,Gratuity,statutorydeductions(EPF,ESIC,PT,LWF,TDS),OnlineEPFMonthly
ECR,ChallanandUANnumbergenerationincludingKYCupdating.OnlineEPFwithdrawalandtransferprocess,
OnlineMonthlyESICChallanandreturns,InspectionsofPFDepartment,ESICDepartmentandLaborDepartment,
ShopandEstablishment,CLRA,AllLegalandsocialcomplianceaspervariousLaws.

 Leveragedskillsinconductingemployeeengagementactivitiesandmaintainingeffectiveemployeerelationsby
guidingtheemployeesinmatterspertainingtoperformanceplans,conduct,managerissues,salary,policies.

 ExperienceofadvancedHRPracticessuchascompetencyframeworktosupportthebusinessandbuildcapability
developmentprogramsaspertheneedofcurrentandfuturerole,PerformanceManagement,KPI/KRA,EWS,
Calibration/Ratings,PIP,Attritionanalysis.

 Strategyarchitectcreditedwithimplementationofinnovativepath-breakingHRinitiativestostreamlineprocesses
&capitalizeonorganizationalgrowthopportunities

 Meritindevelopingaworkculturederivedbyempathy,bridginggapbetweenmanagement&employeesby
resolvingmatterspertainingtoperformance&developmentplans,conductemployeeengagementsurveysand
prepareaactionplanforbetterworkplaceenvironment.

 Maintained relations with Govt.Departments,LaborDepartmentand DepartmentofIndustriesforsmooth
operations

KULWANTRAI
HRGeneralist/HROperations|HumanResourceManagement/IndustrialRelations|

HRBP/PayrollandStatutoryComplianceManagement|

DedicatedprofessionalwithskillsindrivingstrategicHRinitiativestorealizebottom-

lineresults,streamliningoperations.Wellorganizedandaction-orientedproblem
solverwhothrivesoninnovativechallenges.

LocationPreference:PANIndia/Overseas

kulwantrai87@gmail.com +91-9991955531

Communicator

Innovator

Collaborator

Problem Solver

Jan’13-Aug’15
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VIVOMobiles Jul’18-Dec-18
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ProfessionalExperience
Jan'2019-Aug'2020:FlipkartIndiaPvtLtd.,Binola(Gurgaon)asSr.HRBP

KeyResultAreas:
 Manpowerplanning,rampupandrampdownaspertheAOPplansforsite.Datasanity,BiometricandAMS

adherencewithreportsandRCAs
 Helpingteam inRecruitmentcycle:Sourcing,Interviewing,Selection,SalaryNegotiation,Referencecheckingand

on-boarding.
 ResponsibleforDiversity&Inclusioncharterofsite.Femaleande-Dabinclusiononfloor.
 Daily,WeeklyandMonthlymanpowerdashboard,Absenteeism andAttritionRCAandactionplans.
 HandlingemployeesAttendance,leaves,timemanagementonSF(ASAPorientedemployeemanagementtool)
 Validatemonthlyattendance,leavedata,lossofpayandothervariablesofthesiteforpayrollprocessing.
 ProcessingofPay-RollandotherbenefitsonERPaspertheschedule,crosscheckingsalaryfileoutputbasedon

receivedinputfileandsendingittoaccountsteam fordisbursement.
 EnsuringEPFandESICtimelysubmission.ValidateECRandchallansfrom theendofvendorpartners.
 ResponsibleforallstatutorydocumentstobedisplayedrelatedtoLaborLaws,PFandESICDepartmentsasper

thestatutoryRequirement.
 CoordinatingwithLegalandcomplianceteam forLaborcourtcasesandresolvetheissueswithminimum

duration.HandlingPOSHcasesforthesiteinco-ordinationwithcentralPOSHteam.
 Ensuringpromptresolutionofemployeegrievances&maintainingcordialemployeerelations.
 ResponsibleforInsurancebenefitsofemployeeswithFlexbenandTPAMediassist
 PreparationofMISreportsrelatedtoDepartmentforCosting/Budgeting&InternalAudit.
 ResponsibleforInspectionsofPFDepartment,ESICDepartmentandLaborDepartment.
 Employeescareerdevelopmentprogram –Flipahead,Success-Capeandvariousothercapabilitydevelopment

programs.
 CompletePDScycle-PeerfeedbackonReflect,quarterlycheck-insandManageremployeeonetoonesessions,

Finalcalibrations.PromotionsandPIPs
 ResponsibleforGoalsetting,IDPandEWSforonrollemployees
 ExecutedevelopmentplansandcompetencydevelopmentwiththehelpofL&Dteam

Jul’2018–Dec’2018:Axiom LandbasePvt.Ltd.,GurgaonasAssistantManager-HR
KeyResultAreas:
 Manpowerplanning&budgetingforentireorganization.
 Collecting/updatingandverifyingthemonthlyattendanceoftheentirecompanyforpayrollprocessing.
 ProcessingofPay-RollandotherbenefitsonERPaspertheschedule,crosscheckingsalaryfileoutputbasedon

receivedinputfileandsendingittoaccountsteam fordisbursement.
 GenerationofOnlineEPFMonthlyECRandChallanonEPFonlineportal.HandlingUniversalAccountNumber

generationincludingKYCuploadatbothemployerandemployeeend.
 EPFUnifiedPortal(bothmemberandemployer)andEPFtransfers.
 TakingcareofOnlineMonthlyESICChallanandreturns.
 HandlinglaborcourtissuesincoordinationwithLegalTeam
 Individualandgroupinsuranceofemployeese.g.WCpolicy,AccidentalInsurancePolicyandmedicalpolicy.
 ResponsibleforInspectionsofPFDepartment,ESICDepartmentandLaborDepartment.

ProjectAccomplishment:
 Introducecustomizeattendanceandleavemanagementsoftwaretoeliminatemanualattendanceupdatingto

savecostandtime.Thatresultintoerrorfreepayroll.

Sep’15–Jun’18:VIVOMobiles,NewDelhiasAssistantManager-HR
GrowthPath:

KeyResultAreas:
 Headedateam of4membersformanagingtheHROperationsandmanagedworkforceof4000salesand

marketingprofessionals.ReportingdirectlytoChineseManager.
 Administeredrecruitment,trainingandselectionofcandidatesandsourcingthehighpotentialemployeesandbest

talentfrom Networking,jobsitesandadvertisements
 Conceptualizedandimplementedstrategiesfortalentretentionandsuccessionplanning
 Tookmultiplechangeinitiatives,transition&transformationprojectsfrom currenttofuturebusinessoperationsto

achievemaximum efficiency
 Steered efforts in managing ER/IR activities for 5000 workers which includes employee

communication/engagement,grievancemanagement
 DraftandmanagedKPI/KRAbasedPerformanceManagementSystem foralltheteam members.
 ProcessingofPay-RollandotherbenefitsonERPaspertheschedule,crosscheckingsalaryfileoutputbasedon

Sep’15-Aug’16-Sr.Executive-HR Sep’16-Jun’18-Asst.Manager-HR



receivedinputfileandsendingittoaccountsteam fordisbursement.Engagedinensuringon-timecalculationsof
monthlyandquarterlyvariablepayofteam members

 Supervisedtheissuanceofvariousofferletters,appointmentletters,experienceletters,incrementletters,warning
letters,suspension&terminationletteraftergettingitsignedfrom thesignatoryauthority

 Actedasamanagementrepresentativeindomesticenquiryofworkers
 WorkedextensivelyonSAPforprocessingthesalaryofworkmen,apprenticesandstaff
 Coordinatedandcollaboratedwith:

o LegalAdvisorandAdvocateoftheorganizationformanagingthelegalcases
o Govt.OfficessuchasCM Office,LaborOffice&FactoriesDepartmentfornecessarysanctions

 FunctionedasanInternalTrainerforcreatingawarenessonPOSHacrosstheorganization
 Ledinitiativeinframing/formulating,executingandrevampingpoliciessuchascontingencyloan,leavetravel

allowance,careerprogressionandattendancerewardpolicy,SalesIncentiveandBonuspolicy

Accomplishment:
 Wonawardof“BestManagerfortheYear-2017”

 HR Automation:Introduce customize Payrollsoftware which include selfie enabled and gio-synchronized
attendanceandleavemanagementsystem toeliminatemanualpayroll.

PreviousExperience

Jan’13-Sep’15HondaLogisticsIndiaPvtLtdasSRExecutive-HR
GrowthPath:

Oct’10-Dec’12PioneerEmbroideriesLimited,ManesarasExecutive-HR

SummerInternshipProject&Training

Aug’09–Sep’09(TwoMonths),ITCFortuneParkHotelsLtd,GurgaonasHRTrainee

Education&Credentials
 PursuingLLBfrom RajasthanUniversity
 PGPM inHumanResourceandInternationalBusinessfrom K.R.Mangalam InstituteofManagement(NowK.R.

Mangalam University)in2010(Duration-2YearsFullTime)
 B.Sc.(Non-Medical)from KLPCollege,RewariaffiliatedtoMDUniversity,Rohtak,Haryanain2007

 12thfrom BoardofSchoolEducationHaryanain2004

ITSkills
 MSOfficeApplications(Word,Excel,Access&PowerPoint)andInternetApplications

PersonalDetails

DateofBirth: 5thJan1987
LanguagesKnown: EnglishandHindi
Address: H.No.-62,Vill-Haqdarpur,Tehsil-Pataudi,Distt-Gurgaon,Haryana-123502

Apr’14-Sep’15-Sr.Executive-HRJan’13-Mar’14-Executive-HR


