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HR GENERALIST/ADMIN

HR Experience - 4+ Yrs  (Total-6+yrs)
Accomplished Exp.In Human Resources & General Admin

OBJECTIVE:
Aim to be an Active Participant in the Competitive Environment with a Progressive Organization.
Be a part of a team that dynamically works towards the growth of the organization.

SUMMARY
· As an HR Generalist, Working with Multicultural minds of More than Five Hundred Employees. 
· Learnt Strong Leadership, Interpersonal, Communication, Convincing and Negotiation Skills. 
· Grounds on Total Experience in Human Resource Management and Admin for more than 06 years. 

EDUCATION
MBA – Human Resource Management
	   M.B.A.( HR)
	
	

	(Human Resource
	
	

	Management&Marketing)
	2006-2008
	Grade - First

	(Bharathidasan University)
	
	

	Tiruchirapalli.
	
	

	B.Sc., Biochemistry
	2002-2005
	Grade – Second

	(Bharathidasan university)
	
	

	Tiruchirapalli.
	
	

	St.Joseph Higher secondary
	2000-2002
	Grade –First

	School
	
	

	Vivekananda Secondary School
	2000
	Grade - First

	
	
	


EXPERIENCE
· Present Employer: LA BOTTLERS PVT LTD (Co producer of PepsiCo International India ) Trichy. 
· Product- Pepsico Beverages.  Designation- SENIOR HR EXECUTIVE 
· Period- 5 JAN 2011  to  Present 
Role: Managerial and Operational HR activities

Recruitment | Joining formalities & Induction.

Training and development | HR Policies | Assisting In Policy Formation | Performance Appraisal Manpower Planning for Production | Monitoring working conditions and policy Adherence. Employee Safety Programs | Facility Management | Employee Engagement

Grievance Handling | Employee Relations | Exit Interviews.

Attendance | Preparation of Salary Statements &Payments | Employee Record Maintenance. Meeting Arrangements | Preparation of Minutes of Meetings| Employee Accomodation

Labour Co- Ordination& Management | Labour Welfare & Issues | Labour Education on Health and safety.
GENERAL ADMINISTRATION

Business communications with Vendors.

Public Relations.

Assisting Department Heads for any facility Arrangements.

Cab Handling, Vehicle Log books checking, Cab Maintenance.

Approving Uniforms, Visiting cards, Shoes and other Employee Materials.

Record keeping- Scanning, Photo copying and Electronic Storage of Documents. Sorting and Distributing the Incoming correspondence to the Departments. Stationary, Office equipments and Printing Requirements Handling.

Ticket Bookings and travel arrangements. Canteen and Food Supervision.

------------------------------------------------------------------------------------------------------------------------------
KEY ACHIEVEMENTS & CONTRIBUTIONS SO FAR:
Cost Cutting: Cut down cost drastically by clear Job Evalution as 1/3 as it is before and got appreciation in the areas of Manpower utilisation, Trainings and Employee welfare.
Man power Issues : Eradicated Manpower shortage and labour issues by implementing proper recruitments, schedules and grievance procedures which paved the way for smooth and successful running of the plant with optimum manpower always.
Critical Incidents handling: Sorted out regional protest issues on water consumption, Compensation demands, grievances,welfare negotiations etc.

ADDITIONAL QUALIFICATION

Advanced Diploma in Human Resource Management (2013)
Ajax Management Consultants(P) Limited
Bangalore.

Post Graduate Diploma In Labour Law (2007-2008)
Madurai Kamaraj University, Madurai.

PREVIOUS EMPLOYERS
Jan 2010 to October 2010 – Assistant Financial Planner –BAJAJ CAPITAL LIMITED,TRICHY,INDIA
Aug 2008 to November 2009 – Unit Manager – SBILIFE INSURANCE CO LTD,TRICHY,INDIA
	
	PERSONAL INFORMATION

	Date of Birth
	:
	31-03-1985

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Driving License
	:
	YES-India - LMV

	Languages Known
	:
	English, Tamil (Expert User) & Hindi ( read & write only)


	
	DECLARATION

	
	The Details Given above is true to the best of my knowledge.

	Date:
	Signature of the Candidate


