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                                                    VISA DETAILS: UAE Visit Visa 

Aspiring for career enriching assignments in the field of Human Resource Management                 Location Preference: Gulf Region
PROFESSIONAL PROFILE
· Over 10 years of experience in HR & Admin (5.9 Years) and Production (4.5 years)

· Presently associated with Venkateshwara Hatcheries Pvt. Ltd, Hosur (An ISO 9001 certified multinational Company) as Senior Executive –HR & Admin. 

· Fair Knowledge in UAE Labour laws and Employee VISA processing.
CORE COMPETENCIES 


· Execute Pay roll activities and disbursement of wages to the workers in accordance with labour law and company policy.
· Manage human resource management activities by synchronize with HR executives and HR Manager.  

· Handling End to End Recruitment process
· Execute and manage documentation of personnel training and qualification / certification records.
· Execute interdepartmental audit and contribute departmental audit as per ISO 9001:2008

ACADEMIC & CREDENTIALS


· Master of Business Administration (HRM) from Annamalai University -Year 2008.

· Bachelor degree in Mechanical Engg. from Madurai Kamaraj University - Year 2003.

· Diploma in Labour Laws with Admin Law from Annamalai University- Year 2013.

IT SKILLS:

· MS Office Tools (Word, Excel & PowerPoint).

· Internet Applications.

WORK EXPERIENCE


     Aug 2010- Nov 2014: Venkateshwara Hatcheries Pvt. Ltd, Hosur as Sr.Exe .HR & Admin.

Significant Highlights: Played a key role in conducting following assignments

· Execute Pay roll activities and disbursement of wages to the workers in accordance with labour law and company policy (downloading the attendance sheet from biometric device for payroll preparation).

· Sourcing manpower from job portals, screening and scheduling interview and preparation of offer letter, appointment order, relieving letter and service certificates according to the company norms.

· Provide assistance in all phases of the recruiting process utilizing our Talent Acquisition team.
· Review and updating employee/ labour registers and records as per QMS and Maintenance of records / register and forms.

· Monitoring employee performance and advising the Management for their benefit and detriment. 
· Assist in the development of HR policies and procedures.
· Tracking of employee ID card, Visiting Card, access cards CUG mobile bills for payment, Account opening of new employee.

· Co-ordinate with other branches HRM’s and contributes payroll activities on monthly visit to all over state branches.
· Controlling and facilitating of consumables and infrastructures both office and company guest house.

· Liaisoning with management for employee welfare and resolving employee problems as well as maintaining a good relationship with all staff and workers.
May 2006 - Dec 2008: Mechelonic welders Pvt. Ltd, Bangalore as Plant In-charge.

Jan 2009 - Jun 2010: Mechelonic welders Pvt. Ltd, Bangalore as Executive – HR & Admin
Significant Highlights: Played a key role in conducting following assignments as Exe.HR&Admin.
· End to End recruitment and synchronize with HR Manager for new employee selection process.
· Updating and maintenance of employee personal files, Leave cards and data base for all employee.
· Preparing and issuing offer letters and appointment orders for new recruitment.
· Taking care of joining formalities of the new comers

· Handling Exit interviews, full and final settlement process and file closure.

· Coordinate the day to day Administrative activities.

· Participated in a job fair and represented the company.
Significant Highlights: Played a key role in conducting following assignments as a Plant In-charge.
· Define, overview and co-ordinate production activities such as Inspection of Raw material, process control, assembly and testing of machined components.

· Organizing Production meetings for the availability of job status and raw materials

· Review the product design/ execute the process planning and develop the new products.

· Implementation of new technologies to reduce cost / lead-time and improve quality.

· Preparing and maintaining of inspection reports and records.

· Preparing daily / monthly production plans.
· Making efforts to reduce rejection.
· Coordinate with other departments and ensure timely dispatch.
· Following 5S activities


May 2004 - Apr 2006: Kay Jay Forgings Pvt Ltd, Hosur as Production supervisor

Significant Highlights: Played a key role in conducting following assignments

· Planning day to day production and dispatch of finished goods at the right time.
· Handling manpower and assigning shifts to workers

· Maintaining consumables (inserts, tools) and raw materials.
· Monitoring and coordinate quality control activities.
· Maintaining a good relationship with employees and solving their grievances.
PERSONAL PROFILE


Date of Birth: 

6th February, 1979

Languages Known: 
English, Hindi and Tamil

Nationality: 

Indian

Marital Status: 

Married
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