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CAREER OBJECTIVE
 I Intend to join a prestigious organization which will be surely benefited by my abilities and give me knowledge, recognition, achievement, pleasure and wealth on basis of my skill & capabilities. Furthermore, I like to enhance my academic learning, through practical implementation.
Education & Credentials:

· M.S.W (Master of Social Work) in Human Resources from D.R.B.C.C.C.HINDU College, Madras University - 2009 – 2011 with 64%.

· B.COM (Bachelor of Commerce) from D.G.VAISHNAV college, Madras University - 2006 – 2009 with 58%.

· 12th from Sir M.C.T.M Higher Secondary School - 2004 – 2006 with 70%.

· 10th from Sir M.C.T.M Higher Secondary School - 2004 with 70%.
Work Experience: in Time Pvt. Ltd.

· Experience in Payroll process for Employee’s Salary.

· Recruitment Process for employees by conducting Interview and Select right candidate for company process.

· Experience in keep tracking of attendance sheet and leave balance of employee’s.

· Experience in take care of insurance and PF of employee’s.
Work Experience: (Continuation)

· Experience of interacting with all levels of management.

· Maintaining good internal communication within the company.

· Experience in take care of branches by managing all level.

· To ensure the punctuality and regular attendance of the staff.

· Managing day to day purchases of office requirements, preparing purchase request order and getting approval, and maintained the record of the same.

· Taking care of the day to day admin activities of the Organization like records of Stationery, Couriers (inward & outward), printing, scanning and other correspondence work etc.

· Supervision of Housekeeping & Maintenance of office premises furniture.

· To appraise the performance of the Branch staff in a timely and fair manner and ensure safekeeping of the filled Appraisal forms

· To keep the custody of the duplicate keys.

· To ensure that all relevant insurances for the branch are in place e.g. Vehicle insurance, Cash in Transit, Cash in Safe etc.

· To ensure proper housekeeping, safety and security of the Education Plus properties.

· To ensure proper maintenance of leave/ service /contract records of each employee.

· Routine checkup of the whole premises & gets the maintenance work done at the earliest possible.

· Handling and dealing with the escalated admin related queries of employees.

· Organize and maintain company reports and accounting documents.

· Creative problem solver, recognized for getting most of out of limited resources.

· Plan and coordinate events, meetings and conferences.

Work Experience: in IGP

· In Payroll process compiling the base level input like creating Master database creation for all employees.
· Attendance Processing, Leave balance maintenance, Loss of Pay Details, Appraisal Process.
Work Experience: (Continuation)


· Compiling, Confirming and Completing the Full and Final Settlement and Calculations for the Resigned Employee

· Monitor the IN/OUT details for tracking Attendance, Overtime and Late Reports. Compiling Leave Tracker record

· Temp Employees Payroll

· Experience in working of ESIC and PF of workers.

· Resolving administrative problems.

· Supervising other clerical staff.

· Maintains the work structure by updating job requirements

· Directing purchases, inventory and cost control in Manufacturing department

· Checking stationary levels and ordering new supplies.

· Raising purchase orders for materials to suppliers as required by production department.

· Receiving quotation from various suppliers and negotiating for cost, quality and delivery.

· Chasing outstanding accounts receivable from debtors.

· Prepare and modify documents including correspondence, reports, drafts, memos and mails

· Cash handling and make payments by issue of cheque’s,

· Preparing monthly and yearly statement regarding purchases.

· Direct communication with suppliers

· Handling requests for information and data

· Managing and developing products that involved superior skills.

· Ensuring office procedures and systems operate efficiently.

· Organizing travel & accommodation arrangements

· Handling requests for information and data

· Able to complete a high volume of activities, often against tight timescales

· Improved supplier relations and inventory control by effectively managing procurement activities.

· Provide general administrative and clerical support including mailing, scanning, faxing and copying of contracts, notes and other documents to management.


Training Experience in Organization:

· Big Baazar, Chennai, India - Summer 2010: Worked as a Project Trainee

· Rane Engine Valve Limited, Chennai, India. - June-October 2010: Worked as a Project Trainee.

· Beerana Consultancy services, Chennai, India. -   November 2010-March 2011: Worked as a Project Trainee.
Extra-Curricular Activities:
· Played Basketball in State Championship for Chennai Team 2 times conducted by Tamil Nadu Basketball Association.
· Played Basketball in School and College tournaments both interschool and outside conducted by different Basketball Association, Schools and Colleges.
· Also player in the team of Mayor Radhakrishnan Basketball Club and played many tournaments.
Personal Skills:
· Ready to take calculated  risks
· Self-confident
· Sincere

· Optimistic

· Hard working

· Able to guide others positively 
Declaration:
I hereby declare that the information furnished above is true to my best of knowledge and belief.
THEYAGARAJAN 
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Personnel Details


Date of Birth	: 7th January 1988


Sex	: Male


Marital Status	: Married


Nationality	: India


Religion              : Hindu





		





COMPANY: 


Time Private Limited


Designation:


HR and Executive Administrator





Period of Experience:


Date of Joining 30th March


2016 to 5th of July 2017.








COMPANY: 


Time Private Limited




























































































COMPANY: 


I.G.P Engineering Private


Limited (Manufacturing


Company)


Designation:


Assistant Administrator


Period of Experience:


Date of Joining 2nd April


2012 to December 2015.








COMPANY: 


I.G.P Engineering Private


Limited (Manufacturing


Company)


































































































Project:


A Study on “Employee Engagement in IT and ITES industry”, Chennai.














Technical Skills:


Microsoft Office.


Outlook


System operation & Surfing in Internet





Languages Known:


English


Tamil
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