[image: image1.jpg]
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To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
POST APPLIED FOR: HR & ADMIN ASST. / DATA ENTRY OPERATOR
PROFESSIONAL EXPERIENCE: 14YEARS 

Employer

: M/s. GAMMON INDIA LTD,
Client


: Coastal Energen Pvt. Ltd



  (2X600 MW Thermal Power Plant, Tuticorin, Tamilnadu)
Poisition

: Admin / Hr officer
Periord


: January 2011 to December 2014.
Location

: Tuticorin,Tamil Nadu.
Employer

: M/s. HINDUSTAN CONSTRUCTION CO. LTD.,
Client


: Nuclear Power Corporation India Ltd,



  (2X1000 MW Nuclear Power Project, Kudankulam, 



   Tamilnadu)
Poisition

: Senior Assistant (HR)
Periord


: February 2004 to December 2010
Location

: Kudankulam, Tamil Nadu.
Employer

: M/s. THE DAILY THANTHI, 



  (Daily Newspaper Printing Publication)

Poisition

: Accountant Cum Clerk.
Priod 


: From April 2002 to January 2004.

Location

: Salem, Tamilnadu.
Employer

: M/s. M.M. SHOPNA CONSTRUCTION COMPANY
Poisition

: Office Clerk.

Priod 


: From August 2000 to February 2002.

Location

: Kota, Rajasthan.
EXPERIENCE DETAILS

Employee Personal File Maintenance and Data Base:
• Joining reports & declaration forms for statutory compliances (PF) 
• Opening new file and Closing the Resigned employee’s File.
• Make sure all Employee files are maintained safely with care.
• Make sure all personal records are available in the files.
• Periodic Personal file Auditing.
• Keeping track of existing and ex-employees master data.
• Intimating the concerned HOD/Manager about the due dates for confirmation.
• Conducting Confirmation Appraisals. 
Time Office Management: 
• Preparing Monthly attendance and collecting from all branches/departments.
• Calculating Leaves as per the eligibility (PLs, CLs, SLs), Maintaining Attendance 
   Records and Leave DATA of the employees. 
• Maintaining Overtime Register of the employees. 

• Data Entry of Ducuments.
Payroll & Salary Administration: 
• Processing Monthly Payroll for employees.
• Co-ordinating with the finance department to finalized the salary statements.
• Taking care of salary distribution.
• Preparing of increments & arrears statement. 
General Administration Management:
• Co-ordination and maintenance of systems related to House keeping.
• Canteen and Labour Colony inspection.
• Query and grievances handling of the employees.
Statutory Compliance:
• Preparing PF monthly returns statement through Online (ECR)
• Taking care of payments for PF Challan’s at concerned bank.
• Preparing of Bonus statement.
• Preparing of Professional Tax Statement.
• Preparing of Employee Medical Statement.
• Maintaining all necessary records during the inspection.

Full & Final Settlement and Exit Process: 
• Conducting exit interview process for resigning employees.
• Issue of No-Dues certificate.
• Coordinate & manage the Full & Final Settlement with the help of finance division and 
  sending circular to other departments at the time of relieving of an employee. 
• Issuing Reliving and experience letters.
EDUCATIONS QUALIFICATIONS

Bachelor of Commerce with Manonmanian Sundaranar University, Tamil Nadu, India.

H.S.C, March 1993 (Board of Higher Secondary School Education, Tamil Nadu, India).
TECHNICAL SKILLS 

P G Diploma in Computer Application. (Ms office)

PROFESSIONAL TRAINING
Type writing English Senior (45 words in per minutes)
PERSONAL DETAILS

Date of Birth and Age
: 14/05/1976, 38 Years

Marital status 

: Married

Nationality 

: Indian

Language Known

: Hindi, English, Tamil and Malayalam.
VISA DETAILS

Visa


:  Visit Visa

