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Purpose

To systematically establish, monitor, analyse, enhance and sustain HR processes within the HR Department in the following
key areas: Man power planning, Recruitment and Selection, Resource Allocation, Work Environment Management, Job
Description Development, Motivation and Goal Se<ting, Competency Assessment, Training Dzlivery and Effectiveness

Evaluation.

Scope

This process is applicable to all activities, operations, and responsibilities of the HR Departmer:t at MHCPL.

Responsibility

Primary: Head of the Department - HR
Secondary: Associate General Manager- HR

SIPOC (Source, Input, Process, Output & Customer)

Sources of Inputs

} PREDECESSOR I
IPROCESSES E
| e, at providers |
I{internal or externa) |
|al customers, I
lat other relevant |
Iinleresl‘ed parties }

o

|
| MATTER, }
|ENERGY }
| INFORMATION, |
le.g.in the |
{form of m.llrrinls.E
| resources, [
| requirements I

ot et
| Stari:r
|

s S ol sades) g|
|

point | End point

i Busesaasd
T

|
|
!
|

!
|

!
I
|

Pess ble conwrols and

<henx g

and mensure performance

|
|
' Receivers of Outputs
|

1
F SUBSEQUENT

MATTER, i‘ I
ENERGY ; I PROCESSES I
INFORMATION, | 1(‘.;;. at customers i
e.g.in the | | (internal or external),|
form of product, II lat other relevant :
service | jinterested parties ]
decision ! | |
bt ey o L __________ J

eints to monitor

Figure 1 — Schematic representation of the elements of a single process




HOME

MHCPL

Doc. No. MHCPL-PM11-HRA
Rev. No. 2

PROCESS MAP - HR & ADMIN

Date: 15.04.2025
Page No: 4 of 28

4.1 SIPOC:
Source of Process Dbpists Re:::;el; &% ey :)(Ef;]ar;m: e Documented
u n (s}
Inputs Activi ' ' ' Information
4 ( ) | {Customer) (KPI's)
MREF,
Head }}untlng, MRF,
Interview call,
User Interview R itment o, Recruitment
) i i ecruitmen i
department & evaluation sheet, | Recruitment e o, ; Intervu?w Team, Head -
5 Pool Team, HOD Budget, MRF Alignment evaluation sheet,
HR Academic& : ; HR
. Qualification &
KroRetang] other credentials
certificates, Skill !
set
MRF, Academic
certificates, Test
Interview Papers (f[‘echmcal _ Salecteod . . _ Recruitment
; & Behavioral), Selection Offer Letrer . Quality of hire, Fitment Offer Letter Team, HOD &
Candidate, HOD Candidate
Salary Head - HR
negotiation, Ref.
Check,
Experience letter,
Medical fitness,
Candidate, Experience letter, | —_— Reference Verification, Bond,
External Medical fitness & | Onboarding Appointmeant letter Complete Document Background check | HR Team
Employee K
agency/ HR Bond Submission report,
Appointment
letter
Indent for
computer, Id
card,
.| Email request Resource £ New i Acknowledgement ;
‘ : : HR/ IT/Ad
HR/HOD/Admin Blisiiess Card. sllfEating Provisioned Resources Employes Timelines Reeaipt / IT/Admin

Stationary &
Work Space
Assignment
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Process

{Activity)

" Receiver of |

output |
(Customer] |

" 'Key Performance
Indicator
(KPI's )

Documented
Infermation

Induction

| Responsibility

HR Presentation & igiiif: gxi:i?;iss()f Pellgies & g;‘;loyee Employee Feedback Presentation, HR Team

Training Room Feedback Report

Job Descriptions, Competency evaluation Eonmnetetic
i Existing Competency | Report & Training HR Team Planned vs Actual g ﬁeport —

competency Assessment Needs Competency Gaps % 'PN] Diociment

Profiles Identification(TNI]

TNI Collection,

Consolidation & Training Calendar, .

Approval, Training Circular, &1 concers e oitrammgs Landnoted, Attendance Trainer
HOD's Quarterly Needs Training records, Map-. s sper}t .[per Sheets, (External /

. , i . , personnel individual), Training

Training Analysis Training effectiveness, PA———C Feedback Report Internal) & HR

Calendar Training evaluation

Preparation

Contractor

Licenses, Renewal of Renewed License . . .
Service provider | Statutory Licenses Coplas HR Team On Time Renewal License Copies HR Tear

compliance

Documents

. . Appraisal form &
All personnel / | Performance oM aP ;3?;’;;’;1;/?9;3“0"5 All Annual Rating Previous HR Team
HODs Appraisal forms . pay Employees system/Once Year performance
Records
Transfer
letter/Deputation | Tpansfer or Eeii‘{in_g 1‘;’5;91‘/ . gléar;stfeé letter,
. etaining/ transfer or i ation

User/ Concern reql.leSt/. Deputat.lon/ Terrnina%ion letter, Employee Retent'l . ‘.:ases X100% retfuest, HOD - HR
Han . Sep ar.atloln / Service letter, Applications Resignation letter,

letter/ Code of TopmalnEton. | s Code of conduct

conduct
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Receiver of | Key Performance
Source of Process 3 i Documented
lh T (Activii) Outputs output Indicater bt o
P - . (Customer) (KPI's ) '
Attendance Compensation
report & OD Wanagement) Payroll 5:ztement and 100% Data Accuracy / Pay sheet, Pay Payroll Team &
HR Payroll - Employee e .
Records, p z pay slip Timelines slips Head HR
) rocessing
Deductions
Occasions and
Events / Career 0 N ”
Growth Plans & rganizing Event an
HR Emplayes Participation/Employee Employee BudgeF Plar.l skl Circular HR
Work Engagement i Impact Ratio
Retenticn
Engagement
Activities
PUC compliance
Admin for all company PUC Renewal | PUC Certificate HR Withir validity period PUC Certificate Admin
vehicles
. Menu Estimation, | Canteen F?Od_& Vel All users Food Wastage Reduction & | Menu, !
Admin . = Final:zed menu, ; 5 Admin
Costing facility . HR Hygiene Standards Costing
Costing
Medical it
HR Employee record | examination Diagnostic report HR Annual Compliance A Admin
. Medical reports
and insurance
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Process flow diagram

Process: Recrutment — New Employee Requisiion - Vacancy

INPUTS

Notes
Outside recruitment wil
be resorted to In a
siuation anes
reordiment for 3
vacancy 3Nt
pe mel by aTpoyess
Win e compary.
The CHR, MDDireciar
axd the HOD
eamne e Toiowing
optons:
- Reorganizrg  work
disinbuton among the
curren: weekforme
increasng  an
'S

[ama]
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Process: Recruitment - Sourcing & Screening ' Process: Recruitment - Sourcing & Screening
INPUTS i PROCESS OUTPUT
) i HR Team |
»_,_____I.u-*" L% g ; d
: | 2hat be fea 2 common Newty shom satea
ke | ftie fr Rejectons and Candicnies soo
candaies fom W“l:;’_:_ e interview
ferent sources ‘ mbw ;
" irpose: st |
? e
Fane dottre
getars of e
mﬁ?ﬁn-:mu P Bview
angdates
il
Applicaton sereening to be l ; nate
dore on bas's of job | Eecmers) cangidates.
descripdon provited by the \ A fie o be mantained for
s | S B
| I
Sermen e .
l sppicatons based on ——|
descripion
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. Process: Recruitment — New Employee Selection
INPUTS PROCESS oureuT
S ==
' : et
"
Baark rlerves !
Azzeszment For
z L
The recruiment and —+
seection shal be camies out
= i A TR % O 3% I8t two-lier DasIE. H
bt ¢ (Fraiminary and Finai) by |
ana creatr of : T i ; duly consitutec paness. The v ]
naes be! — I 36 per he } : : PR s Dy e e 3 ] e Seczon an “____-
E g e | e e | L
iaptop, the Exscutive team shal prepare and 1 '
i+ shal coortinate - f mxmf
with the IT department Zlaat e CONCUITENGE Of the Maniager
¥ . i ; . g
praniee || T AT wmaniec |
oinge arayical v L -
% COMMURCATON Sklis of the: ! ¥ ; camy
Hard l —, o L s -
|t e mhon candicie o ]
kg e




Doc. No. MHCPL-PM11-HRA
MHCPL
Rev. No. 2
Date: 15.04.2025
PROCESS MAP - HR & ADMIN
Page No: 10 of 28
Process: Recruitment — Employee Joining Procass Process: Recruitment - Employee Joining Process
TR e ot INPUTS PROCESS | OUTPUT |
|
1 !
S : '. % g
Slank Empioyee * ¥ 1 LSRN
T e |
: v
. ] el
; s ot otd
HR Team Feter o Mx‘g S
t process ! !
e o 100 |
nominaton forme (- creation of 3 rew record v
apcicatie) . In amplayee master. :F.ﬂm
For empicyees joining 3¢ Evpoyes cemarrei
&2, the joining malltes . y
shall be camed out 3t the
st The erpioyss fes
shall be mantined at 3
CENTA rEpOSTYy DEcE T
HO by Exacutive (HR}.
& copy of the Aopointment
itter shall D& gven to
New Joines, one Shal be
&Nt 1D ASSOUNts Team
ard third copy shall be
fied n empioyee fig.
. Crecemials ndude
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Process: Recruitment — Employee Confirmation Pre

INPUTS PROCESS OUTPUT .
: INPUTS PROCESS QUTPUT
- Form P - T
s oo
{ e
On competon of an Mugx
erod, SCF st i i o
| ‘.
Exvecutive (HR: & 3 ¢
L D
R
-
HRD and the empoyse’s 40D 1o ; -m- ]
3ke decslon o ;:
103 s dodion
5 s, e sar
- TEmTInaticn of e ampioyes’s w“‘ f
senices :
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6. Objectives

) ) 2 _— ;
i i " Responsib
SRR R R ol

Method

| Current status

F

Resources

22.9% 21.2%

| | | i | i’
- | Attrition | M -201% JM - 19% - Reducing Al ' Attrltlon/Avg i |
9 ‘ ) - i - M 1 ‘ - |
} Q| | Rate - . MM-25% MM- 2% Year | Employees i Exits ' Locations ! onthly ' No. of 1 SRS ,
P .| SM-03% SM - 0.2% ; | g  Emp*100 |
T T ' | Focusingon | : e B s
. N | {ManDay . | | Empl  functional | f - No. Of ? ;
| | | | 3 ployees | i ‘ i { |
Q. Trainings o o | Man Days per £ ] / — 1 All ' Quarterly Trainings | Head-HR |
| . Imparted - - - Employee Year | . | o | Locations | . Attended per | 5
L s employee . Trainers | Training . | | |
|| - , | ‘. ; | 1 | employee |
F . | ; | Programs. ' | - i
- - — .— — — —_——— — T - — - S— — . - —— e I — S—— — —e - — —— - - - —— e ——— _: e .‘_._.....:
j ; ; i | | | { ; Success g |
. 60120 45-40 | | _ | | ' Ratio= | |
. T ' JM-60 Days | JM - >45 Days<60Days I I T Reducing | Al ! | No.of [
| Q | Recruitment ' A MM-90Days & MM->60 Days<90 Days [ =1 . | Recruitment | ) | Annually | Joining’s . Head - HR
F | ys | Year ' Candidates | | Locations | ! = * !
- | T SM-120 | SM->90 Days<120 P - Cycle * f | /Total '
‘ y j Ly | J
| ; ; Days : -’ ] i No.of Offers |
‘ ‘ ‘ Days , | : I |
[ J , , i i ; | made*100 |

*Q - QMS, E - EMS, S - OH&SMS, UOM - Unit of Measurement, FY - Financial Year, PA - Per Annum, PM - Per Month, NMT - Not More Than, NLT - Not Less Than, JM - Junior
Management, MM - Middle Management, S¥ - Senior Management
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7. Departmental Chart

MY
HOME
GROUP

15th April, 2025

K. Sudeep Kumar

AVP- HR

AGM- HR

Deputy Manager- HR

Executive- HR

Jr. Executive - HR

Jr. Executive - HR

——  Manager- HR ASM -HR

Executive-HR —1  Jr. Executive - HR

f

Sr. Manager -HR

Deputy Manager -HR

Sr. Executive- HR

Jr. Executive- HR
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7.1 Role, Responsibility, Accountabilities and Authority:

Resjp.onéﬁhility e

~ Authority

Approve and implement HR policies and
procedures, Make final decisions on hiring,
promotions, terminations, and

Manage al HR activities including policy = compensation adjustments, Allocate and

development, recruitment, payroll, ' manage budgets for HR initiatives including
performance  management, emplcyee | training and benefits programs, Oversee
| engagemert, training, retention, benefits, | HR-related vendor  contracts and
AVP -HR ' leave, counseling, discipline, community = compliance requirements, Resolve
relations, social activities ard HR  employee relations issues, disciplinary
administration. actions, and grievances, Authorize
- organizational restructuring and workforce
planning strategies, Represent HR in
executive decision-making and board
discussions.
‘ Approve hiring decisions within approved
headcount and  budget, authorize
' recruitment strategies, job postings and
AGM - HR Develop and execute marpower vendor contracts, Decide on candidate
(Recruitment & planning strategies, Oversee end-to-end = selection and offer terms within policy
Selection) recruitment and selection processes guidelines,  Allocate  resources  for
recruitment campaigns and employer
branding, Represent recruitment in

strategic workforce planning discussions.

- Ensure

HR strategies
organizational objectives,
compliance with labour laws and internal
policies, Deliver a  high-performing,

. engaged, and diverse workforce, Achieve
- measurable improvements in employee

satisfaction, retention, and productivity,
Ensure accurate  payroll,  benefits
administration, and HR record-keeping,
Foster a positive, inclusive, and equitable
workplace culture, Provide actionable HR
metrics and insights to senior leadership,
improvement in HR
Mitigate risks
relations and
Ensure effective
HR policies and

Drive continuous
processes and systems,
related to employee
compliance  issues,
communication of

| initiatives across the organization.

~ Achieve optimal staffing levels to meet

business objectives, Ensure timely and high-
quality candidate selection processes,
Maintain compliance with labour laws and

. recruitment policies, Enhance employer

brand through effective recruitment
strategies, Report recruitment metrics and
outcomes HOD accurately, Align
recruitment efforts with organizational
growth goals.

to

support F
Maintain

{
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_ Responsibility

| Approve

.‘Accountqhﬁit-i-.e,sjj..r R

' Ensure full

compliance policies and  labour laws and regulations, Maintain
| procecures within regulatory | accurate and timely statutory filings and
fremeworks, Authorize audits, filings, | records, Ensure effective
: anc interactions with regulatory & implementation and m em 5
Develop and implement statutory ¥ . . gu il ER e.n.t N
; ) bocies, Decide on corrective actions for | GMC and GTLI programs, Mitigate
- compliance  strategies, Over see . . wooer ] ; : .
) . nor-compliance issues within =~ compliance and insurance risks through
compliance  with  labour laws, : . .
| AGM - HR regulations, and HR policies. Manage - guidelines, Approve GMC and GTLI @ proactive audits and corrective
(Statutory Compliance) B o P ’ g | policy terms and vendor agreements measures, Enhance organizational
Group Medical Insurance (GMC) and LET - : .
, wiznin guidelines, Allocate resources | awareness of statutory requirements
Group Term Life Insurance (GTLI) | ) ¢ . .
! for compliance training, awareness @ and insurance benefits, Report

- programs.

! Dévelop and execute L&D plans based
~on business and employee needs,
' Conduct training needs analysis and

programs, and GMC/GTLI initiatives,
Represent HR in statutory compliance

| and insurance discussions with senior

leacership.

Recommend tréinifig Eudget‘sr and

vendors, Approve L&D program

 con‘ent and delivery modes, Suggest

compliance status, GMC/GTLI metrics,
and issues to HOD accurately and
- timely, Align compliance and insurance
efforts with organizational governance
and employee welfare goals.

adherence to all applicable”

Timely execution of annual training
calendar, Training ROI and improved |

employee capability, Accuracy of

coordinate training programs, Initiate = changes to PMS framework/tools, | ]
. ' performance data and documentation,
| s M HR (L&D ~and  structure the Performance Access employee performance data, | P D S —
| e e " Management framework, Build | Make decisions regarding internal and D 8ag

Onboarding, PMS)

with company culturs.

- onboarding experience and material.

retention via development initiatives,

. organizational policies.

| awareness and train managers on PMS | external training nominations, | _. i
; : | Timely and structured onboarding
processes and  tools, Oversee | Influence promotion, reward, and | o j
: ‘ ! e | process for all new joiners, Compliance
onboarding process to ensure smooth = deve opment decisions through PMS . , _ ,
. . X . . _ ~with  audit requirements and |
integration of new h:res and alignment | insigats, Design and  improve
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Manager -HR
(Payroll & PMS)

Deputy Manager /
Sr. Executive/
Executive
Jr. Executive- HR
(Recruitment & Selection)

Deputy Manager - HR
(Full & Final Settlement)

~ processes,

Responsibility

Develop and execute payroll strategi=s and
Oversee the Performance
Management System (PMS) and related
activities.

Coordinate with site teams, department
heads, and HR to understand manpower
needs, Source, screen, and shortlist suitable
candidates, Conduct preliminary intervicws
and schedule next rounds, Maintain znc
update recruitment tracker and reports.

Process Full & Final (F&F) settlements
resigned/terminated employzes,
Coordinate with departments, payroll and
finance for clearance inputs,
accurate calculation of notice pay, weave

Ensure

‘ encashment, and other dues, Handle PF-

related tasks including new account
creation, exit formalities, and
processing, Maintain F&F and PF recorcs,
ensuring timely closure.

claim

Approve

i Authorize

Adthorfty i

and
- disbursements within policy guidelines,

payroll  calculations
PMS processes, including
performance  reviews and reward
allocations, Decide on adjustments to
compensation structures within approved

| budgets, Allocate resources for payroll

system enhancements. Represent payroll
and PMS in discussions with senior
leadership.

Recommend candidates for interviews and
selection, Communicate interview
schedules and feedback with site teams and

+ department heads, Coordinate directly with

for |

panel members for interview process.

| Verify and approve F&F and PF-related
. inputs, Communicate with site teams and

departments for clearance and PF details,
Address employee queries related to F&F
and PF matters.

| Enhance employee satisfaction through fair

Accbi’infab’il_ities '

Ensure accurate, timely, and compliant
payroll processing, Maintain effective PMS

implementation to drive performance and |

engagement, Mitigate payroll errors and
ensure compliance with labour laws,

i and transparent PMS processes, Report
| payroll and PMS metrics and outcomes to
| HOD accurately and timely, Align payroll

cand PMS efforts

- financial and performance goals.

' Quality and

Timely and efficient closure of vacancies,
relevance of shortlisted

: profiles, Accuracy of recruitment data and

reports, Effective coordination with site and

| HO teams.

|
1

with organizational |

|
|

Timely and accurate processing of F&F and
PF (new account, claim, exit), Compliance
with internal policies and statutory norms,

|
|
|
i
|
|
{
|

Proper documentation and audit-ready |

- recordkeeping, Smooth coordination with

' site and HO teams for closures and PF
| activities.
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Deputy Manager/
Associate Manager/
Sr. Executive/
Executive - HR &
Admin (Site)

~ Sr. Executive - HR
. (Payroll & Admin)

. documentation,

" admin-related

' distribution for HO.

Manage site-level employee attendance,
records, |
Coordinate with HO for recruitment

leave, and discipline
follow-ups, joining formalities, and
Support

grievance handling and engagement

| initiatives, Maintain records of contract |
' manpower
- compliance (PF, ESI, etc.), Handle site-
~level admin tasks like accommodation,
and |

and ensure statutory

transport, canteen, stationery,

security coordination

Collect and \.;é;"ify m(_};l-i‘:hl_y attendance
and |

and leave data from sites
departments, Compile and share payroll
inputs (OT, deductions, incentives, etc.),

Process and track marriage gifts, salary |

advances, and reimbursement bills,
Coordinate with Finance for timely
disbursement, Maintain payroll and
records, Manage
stock, and

stationery  requests,

employee

. Authority

Ve~fy attendance, leave applications,

and  issue site-level HR/admin
circulars, Coordinate with
contractors/supervisors for

manpower availability, Escalate any

. compliance or disciplinary issues to HO
| 4R

Verify and validate payroll inputs
before final processing, Approve
requests for advances, bills, and
staticnery as per policy, Communicate

- wita site HR/admin for clarifications

and approvals.

il Accountabilities

Timely submission of attendance, leave,

- and payroll inputs to HO, Accuracy of

employee and contract manpower

records, Smooth execution of |
administrative  support at site,
Compliance with labor laws and

internal policies at site level.

- Timely and accurate submission of |
- payroll inputs, Proper tracking and '

processing of  gifts, advances,
reimbursements, and  stationery,
' Accuracy in records and

documentation, Smooth coordination
between site and HO teams.
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Jr. Executive - HR
(Payroll)

Jr. Executive - HR
(L&D and Onboarding)

Trainee - HR
- (Statutory Compliance)

' Prepare offer letters, appointirent
- letters, and related joining documerts,
Enter and update employee details in

HRMS /payroll system, Maintain

| records of new joiners and employee
] Py based

changes, Share updated employee cata

- with payroll team for processing, Assist

in handling employee queries related to

. offers and Appointments.

 Assist in coordination and schedul:ng of
training programs, Maintain trairing
' records and attendance logs, Support
new joiners during onboarding with

documentation and induction, Prepzre

formalities are completed, Share

. feedback forms and assist in basic
. training evaluation.

| Supporti the team in maintaining

statutory registers and reports, Fellow
up with sites/vendors for submission of

- compliance data, Help in preparing fles
extarral |

checks
Maintain

or
filing

for internal

inspections, and

. documentation for compliance recorcs.

Generate and release offer and

appointment lett er approved |
P cHers s p pprove . employee master data in HRMS/payroll

formats, Update employee records
verified  documents,
Coordinate with recruitment and
payroll teams for data accuracy.

on

Share training schedules and follow-
ups with employees, Coordinate with
departments for onboarding support
and

and onboarding trackers

documents.

- Coordinate with site teams/vendors for
. basic data collection, Update internal

trackers and document logs, Share

_";Authority. : i 1l

Accountabilities

Accuracy and timeliness in preparation

| of offers and data entry, Up-to-date

- system, Proper maintenance of joining
' documentation, Smooth coordination

with internal HR functions
(recruitment/payroll).
' Timely coordination of training

sessions and onboarding activities,
Accuracy of training and onboarding

'~ records, Positive joining experience for

" and traini rticipation, Update L&D
. onboarding Kkits and ensure joining | an “ie parHEipaRIon, YpEate

new employees, Smooth

- communication between HR, trainers,

reminders for submission of required

statutory data.

Timely collection and organization of

and new joiners.

compliance documents, Accuracy in

data entry and filing  Proper
maintenance of registers and records,
Support smooth functioning

statutory compliance processes.

of |
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7.2 Competency Requirement

Role(s)

Qualification | Experience

Functional
Areas

Skil‘l_set

Stretegic HR leadership, talent acquisition, compliance management, payroll
oversight, L&D program design, with expertise in policy formulation, IMS
Tkl AVP/VP/ 25-30 All HR implementation, Performance Management System (PMS) design, and team
1 B/SE P years Activities management. Proficient in sourcing & selection, compensation management, labour
law adherence, training strategy development, compliance audits, performance
evauation processes, and fostering collaborative team dynamics.
Straiegic HR leadership, talent acquisition, compliance management, payroll
oversight, L&D program design, with expertise in policy formulation, IMS
Level | Sr.DGM/GM/ 22-30 All HR imp.ementation, Performance Management System (PMS) design, and team
2 Sr.GM years Activities management. Proficient in sourcing & selection, compensation management, labour
law adherence, training strategy development, compliance audits, performance
evaluation processes, anc fostering collaborative team dynamics.
Any Marage end-to-end recruitment by executing recruitment strategies including
Graduation + Recruitment | taleat sourcing, interviewing, and Ensure alignment with staff schedules and track
MBS MHRM & Selection Hiring’s against the budget for cost-effective hiring,
Oversee accurate and timely payroll processing, including tax calculations and
benefits administration
Pay Roll &Performance Management System (PMS) design.
Favel 16.9% Statutory Ensure compliance with local and national labour laws, audits, and regulatory
3 AGM /DGM Year; Compliance | requirements.
Learning & Design training programs to enhance employee skills and organizational
Development | capablity along with Onboarding.
Manage site-level HR activities, manage attendance systems, including
Site HR employee relations and grievance handling.
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Level | Manager/Sr.
4 Manager
Associate
Level Manager/
5 Deputy
Manager
Level Executive
6 /8F
Executive

Recruitrment

Manage end-to-end recruitment by executing recruitment strategies including
talent sourcing, interviewing, and Ensure alignment with staff schedules and track

& Select on Hirings against the budget for cost-effective hiring.
Oversee accurate and timely payroll processing, including tax calculations and
benefits administration
13-19 Pay Roll &Performance Management System (PMS) design.
Years Statutory Conduct regular audits to ensure adherence to labour laws and organizational
Compliance | policies.
Learning &
Development | Implement training programs to address skill gaps and support employee growth.
Manage site-level HR activities, manage attendance systems, including employee
Site HR relations and grievance handling.
Sourcing and screening candidates via job portals and social media, coordinating
Recruitment | job requisitions and interview scheduling with hiring managers. Shortlist
& Selection | candidates, conduct structured interviews, and manage offer negotiations.
Gra dﬁzfion N Pay Roll Assist in payroll processing, ensuring data accuracy and timely disbursements.
MBA/MHRM | 7-13 Years | Statutory o . , _ j
Compliance | Support statutory filings and maintain records for audits and inspections.
Learning & Organize and facilitate training sessions, tracking employee participation and
Development | feedback.
Manage site-level HR activities, manage attendance systems, including employee
Site HR relations and grievance handling.
Sourcing and screening candidates via job portals and social media,
coordinating job requisitions and interview scheduling with hiring managers.
Recruitment | Shortlist candidates, conduct structured interviews, and manage offer
& Selecrien negotiations.
Pay Roll Verify payroll data, process salary calculations, and resolve discrepancies.
3-7 Years | Statutorv
Compliance | Assistin preparing statutory reports and maintaining compliance documentation.

Learning &
Developmen:

Arrange training sessions, including scheduling, materials, and vendor
coordination along with onboarding activities

Site HR

Manage site-level HR activities, manage attendance systems, including employee
relations and grievance handling.
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Manage candidate documentation including verification and proper record
Recruitment | maintenance. Coordinate interviews by scheduling, communicating with Interview
& Selection Panel and ensuring timely feedback collection.
Pay Roll Input payroll-related data and verify employee details for processing.
Management
Level Trai Any 0-3Y Statutory
o é‘alnei/ Graduation = Bl Compliance Learn and assist in maintaining records for statutory compliance.
Jr. Executive +MBA/MHRM Learning & Help organize training sessions and compile participant feedback along with
Development | onboarding activities.
Supportsite-level HR tasks, such as attendance monitoring and employee
Site HR onboarding.
8. Issues - Risks & Opportunities:
8.1 External Issue:

Attendance
Management

Climate
Condition

Vehicle
" Movement

“

National/ Public

' Holidays

| Flu

| Govt.
Regulations

' Reduced workforce
- availability

4 Opgngnitjes

Optimiza Shift
| planning &
Productivity.

Employees Health

Promote
Hezl:h
Awareness

. Programs

. Air Pollution

Promote Eco
Frierdly

' Transnort

Existing
contrals

- Adjustment
' through
| extended

working
Hours

Using pest
control

Arraﬁged
Common
Vehicle from
Railway
Station

2 12| 4
2 (2| 4
3.2 6

[ [mplement
flexible

| working hours

- during peak
holidays.

Caution to all

. employees &

. workers

' Encouraged
metro and
Carpooling

| W-Daily

Evaluation

W Yearly
| H - HR Dept
" R-HR Team

|H - Health

~ Checks |

‘ R B
HR/Admm

Site

W - Daily

H - Monitor
| Usage

R - HR Team
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8.2 Internal Issue:

| Q/E/S A ' : : | B : ,
. ' . T j"'"ﬁ't' ~ W-Monthly |
] t '
! | | { ‘ =
Promote ! 1‘ . Suggest HODs | — f
: Last Minute Hiring = Hiring without | advance ' Staff ‘ | to provide ; e R
Q Recruitment y | t2 72 1 4 1 .| Lead |
- by HODS proper planning . Manpower | Schedules ; ! Hiring needs in | R i
lanning. ? | ‘ " ad : o
‘ PR ; i . . | Recruitment f
' . f | Team ,
N | S ey
- ' Enhanced i | ! ? ' H-Check PH
| . Drinki t Supplying RO | | Monitoring PH | |
S - Administration N m.gwa ok Labor Health | Water Quality : UPPying | 4 3 1 3 | g . Value :
‘ . Contaminant | | Water ! | ' Value ; ,
! | Standards i - ! 'R - Site |
; | ' HR/Admin j
[ T T Iw-Dally -
. | Digital . ; | Promote | a.1 y |
. Cartridge/Paper . | . Using one | f - | H-Monitor !
E . HR Environment Iripract | Documentation . {2 1 2 4 paperless { |
Wastage i . side papers : | , Usage :
| Adoption Processes. ; .
. : ' R-HR }
o . | e e e o 1.
. i Encourage Usin ‘ . T Limit mobile ‘ H-Ra d?;t}iron !
S | HR Mobile Radiation | Health Concerns | Wired & 2 2 4 usageduring | ) !
' I } o Intercom 1 I a . I Audit !
' Communication | | | working Hours ;
’ |

Probability (P): (1) Once in a year/ per 10 projects and above, (2) Jnce in a quarter/ per 3 projects, (3) Several times in a month or every project,
Severity (S): (1) No quality/ delivery / environment/ occupa:icna. health & safety issue,
(2) slight quality/delivery/environment/ occupational healtl: & szfaty effect, (3) Leads to quality/ environmental issues/ incidents/ customer complaints,
Risk Rating (RR) = Probability (P) X Severity (S); Ifis RR = 5 Acceptable and if RR > 5 Not Acceptable
W - When, H - How, R - Responsible
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9. Interested Parties - Risks & Opportunities:
External Interested Parties

i Needs & ] i HEa
I E/S Interested P 3
rested Parties Expecmtmns Risk _ _(:pportunlties

Exis‘ing & : b
controls ction plan valuation

| Healthcamp e

. Periodic checkups ‘ | w- 1
- Occupational L ' | ‘ - | Quarterly
S Healt;})l vt ' health Screening, ' Unreported Health risks | Enli,le;nc-:e workforce schedull; _ E 2 3 3 Plalrll quarterly | H-HR Dept
: Willness programs i wellbeing } zgnage site - wellness activities i. R - HR Dept
| e

9.2 Internal lnterested Pai'tlés

o Neds & pENay i : . i '_ 13 JA3d j i e AR 4
Opportunities . Existing controls P : Action plan

Expectatmns Evaluation
' I (i it | Exitintimation | o o e K
‘ | ‘ Maintain internal | W - Monthl
| ick backfill . Improveinternal | i ' ‘ 4
Q HODs I g:;lic E:ceml lzfees ' Drop in team Productivity | HI;I;F; fnterna ;ha::dol;‘vtli‘;h ik 2 2 4 | backup resource | H-HOD
| gn ploy i ) ‘ Ms;naI;ers g ; | ; pool. ‘ R - HR Team

Probability (P): (1) Once in a year/ per 10 projects and above, (2) O-ce in a quarter/ per 3 projects, (3) Several times in a month or every project,
Severity (5): (1) No quality/ delivery / environment/ occupational health & safety issue,

(2) Slight quality/delivery/environment/ occupational health & safety effect, (3) Leads to quality/ environmental issues/ incideats/ customer complaints,
Risk Rating (RR) = Probability (P) X Severity (S); If is RR < 5 Acceptab e 2and if RR > 5 Not Acceptable

W - When, H - How, R - Responsible

Documented Information
9.3 Supporting Documented Information to be Maintained (DIM) Including External Origin

: ‘Document Rewsmn
Origin Status :

Apprdval

" Document Information

| Controlled | Disposal § Mode of i
copy issued to Authont dlsosal
- HOD

e e Maintained it 7 us__J Authority | thority § di __,A47§
o1 Recrultment& SeIectlon ' MHCPL-HR-SOP- 01 Irternal 1 wTD g HOD Tearmg i
2 Leave Management | MHCPL-HR-SOP-02 . Internal 02 7 ~ WTD HOD :—__HOD Teaitrl-n-gm_;

3 | Medical Health Check up | MHCPL-HR-SOP-03  Intermal = 01 | WID |  HOD ;"““H—O_D"" | Tearing |
4 MobilePhone | MHCPL-HR-SOP-04  Iaternal 03 | WTD JHOD HOD B Teaﬁﬁévf
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Marrlage Gift
| JRL
.~ GET
PGET
LTA
Lunch Facility

] ' POSH

Dwer51ty, Equlty & Inc:usion
Employee Remuneratlon '

‘Human nghts

Travel P Pollcy - Domestic&
International

Local Conveyance _

Retirement

|  Consultant

9.4 Supportmg Documented Information to be Retained

S R

| MHCPL-HR- Fo:i” |

| MHCPL-HR-F02
. MHCPL-HR-EQ3
MHCPL-HR-F04 |

| MHCPL-ER-F05 |

DIR Name

| Manpower Request Form
" Candidate A;‘Jpl_icé_tid-ri Form
: :F ] ] = - !Sl Ir 0 F

Interview Evaluatlon Form

) ]DFormat R

‘Notice Period

 MHCPL-HR-SOP-05
MHCPL-HR-SOP-06
MHCPL-HR-S0P-07
MHCPL-HR-S0P-08

MHCPL-HR-SOP-09

MHCPL-HR-S0OP-10

 MHCPL-HR-SOP-11
" MHCPL-HR-S0?-12

MHCPL-HR-S0?-13

 MHCPL-HR-50°-14

MHCPL-HR-S02-15

 MHCPL-HR-S0?-16
MHCPL-HR-SOP-18 |
MHCPL-HR-SOP-19

MHCPL-HR-S0P-20

Internal
Internal
Internal
Internal

Internal

Internal |

Internal

Internal

Internal

Internal

Internal

~ Internal |
'lniternaln '

. Internal |

Internal ' j

01’

01

~
01

Controlled

| Disposal Mode of
| Authori | disposal

i

py issued to
HoD | HOD | TeéEﬁiE
- WTD . HOD | HOD | Tearing
| WID | HOD | HOD "{_"Tearin_g'""
L WTD 'HOD ~ HOD | Tearing
. WID  HOD | HOD | Tearing
- WITD HOD  HOD ‘_T}Taﬁﬁ{é“
- WTD ~ HOD | HOD | Tearing
00  WID  HOD | HOD f ‘Tearing
. WTD ~ HOD | HOD | Tearl?lé__
. WID ~ HOD | HOD | Tearing
. WTD - HOD  HOD | Tearing
i ; |
| WD HOD | HOD | Tearing
~WTD | HOD | HOD | Tearing |
WD | HOD  HOD | Tearing
~ WTD HoD | HOD | Te;ﬁ{:g

| Soft
' Soft

Permanent , HOD

| Soft Soft '-Pérmanent | I—'i(')lj“ o
| Soft CSoft Permanent HOD o _1
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DIR Name
To & Fro Client Form

Self-auditForm

Offer Format

. Abi)ointment Format

Contract Assignméﬁt

Employée Checklist

I Projéct Internship

Jdining Report
Probation Confirmation

Unaertaking

Leave Approval Format

Leave Travel Allowance

Salary Advancer/ Loan Format

' Training Calendar

TraihingiAttendance From

'I-"raining Feedback

| Trai-n-i'nZg Effectiveness Evaluation Form

7 Reii{fing Letter

Service Certificate
PMS Formats-1

| PMS Formats.-"IIi

j DIR No.

' MHCPL-HR-F06
. MHCPL-HR-F07

MHCPL-HR-F09

'MHCPL-HR-F10

' MHCPL-HR-F11
 MHCPL-HR-F12

MHCPL-HR-F13

' MHCPL-HR-F14

MHCPL-HR-F15

MHCPL-HR-F16

 MHCPL-HR-F17

MHCPL-HR-F18
MHCPL-HR-F19

| MHCPL-HR-F20
' MHCPL-HR-F21

MHCPL-HR-F22

~ MHCPL-HR-F23

MHCPL-HR-F24
MHCPL-HR-F25
MHCPL-HR-F26

| MHCPL-HR-F28
*%* (END OF THE DOCUMENT) * * *

09
00
00
00
o

0o

Soft
Soft
Soft
Soft
Soft
Soft
Soft

Soft

Soft
Soft
Soft
Soft
Soft
Soft
Soft
Soft
Soft
Soft
Soft
Soft
Soft

Seft

Soft

' Soft

|
Q! Q
=2 o

‘ Permanent = HOD
~ e T

. Permanent

- Permanent
. Permanent

- Permanent |

| Permanent

| Permanent

| Permanent

Permanent

Permanent
| HoD

Permanent
Permanent

Permanent
Permanent

| Permanent

| Permanent

| Permanent

- Permanent
| Permanent

Permanent |

HOD
HOD
HOD

' HOD

 HOD
' HOD
' HOD

HOD
HOD
' HOD
HOD
HOD

HOD

| Permanent HOD

HOD
“HOD




