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CAREEROBJECTIVE

To attain professional enrichment in the area of Human Resource Development by championing the cause of employees while keeping the achievement of organizational objectives as a primary focus. 

Executive Summary 

A competent professional with 5 years of work experience in Recruitment, Training and development, Payroll, time office and attendance, Performance Appraisal , Administration, Policy and other welfare activities etc in manufacturing companies  

Sep 2014 – Till date T&I GLOBAL LIMITED 

Designation – HR & ADMIN OFFICER
Responsibilities:
           Responsible for all HR and Admin functions including strategic planning, organizational development, staffing, training, benefits administration, Employee Relations, Management Development, and Performance Management of the organization employing 125 workers and 52 staffs at various plant /locations.
· Recruitment, selection and placement.
· Introduction and Implementation of corporate policies and systems from headquarters

· Responsible for Time-office management 

· Responsible for Personal File maintenance at all Levels 

· Factory of Industrial Health & Safety
· Preparation of JD for all staff and Employees.
· Full and Final settlement for the separated employees and staff.
· Pay Roll Preparation
· Leave card Maintenance   
· Handling employee welfare activities like canteen, medical checkups etc.
· Handling  Training and Development of employees

· General administrative functions related to the company
· Statutory Compliance, Grievance handling &Absenteeism controls
· Responsible for Conducting Exit Interview & to maintain the records
· PF & ESI Monthly Remittent, PF & ESI Claims and process as per act. as well as Management practice. 
July 2011 – Aug 2014: SRI KANNAPIRAAN MILLS LIMITED  
Designation- HR-EXECTIVE (PERSONNEL) 

ROLE & RESPONSIBILITIES 
Recruitment, Resourcing, Development
 Managing recruitment function.  

 Arranging and reviewing Job Analysis & Job Descriptions 

 Handling all the function of employees joining to Leaving formalities. 

 Conducting strong Induction & Orientation program for new Joiners. 

Payroll Administration

 Prepare monthly salary data for all level employees. 

 Solve the queries related to payroll, attendance, Leaves and allowances. 

 Maintain the master entries in the M.S. Excel and HR soft

 Verify the overtime & other allowances as per policy. 

 Arranging Full and Final settlement for the separated employees.
 Bonus, gratuity and Settlement Preparation 

Time Office Management

 Monitoring Attendance status on daily basis, Control of Absenteeism. . 

 Leave calculation and employees Maintain leave card. 

Policy Inputs, Interpretation & Implementation
 As per corporate guideline implement the policy and changes in local government accordingly  corporate. 

Training and Development
 Responsible for in-house training/ on the job training programs – identification of training 

 Training need identification, Competency mapping and skill gap analysis 

 Coordinate and organize training programmes with internal trainers and with external training consultancies.

 Training Feed Back form and evaluate the employee effectiveness 

 Tracking the training efficiency of the staff & operator. 

 Talent Retention 

 Succession Planning.

Employee Grievances

 Handle employee Grievances by either acting on it directly in accordance with policy existing, or escalate to arrive at a conclusion. 
H.R Operation 
 Implementation of end to end performance appraisal system incremental proposals as a part of the half yearly & Annual Appraisal process. 

 Scheduling and coordinating Exit interview, processing Full & Final settlement for the resigned employees. 

 Responsible for Operation activities like Leave Management System, Monthly MIS, attrition analysis, training, transfer In and out cases and separation.
Performance Appraisal

Responsible for the employees completion of performance appraisal system for Annual Goal setting, Half yearly review and annual performance appraisal review system, which leads to increment, promotion, termination and etc.

Inching for Canteen committee team.

In charge of safety and unit- housekeeping activities.

Best Achievements

 Independently handled whole unit around 500 workers and 25 staffs 

 Independently handled payroll attendance system.

 Experience in handling HR Audit. (ISO 9001- 2008)
  5S  

Welfare Activity 
 Conduct and coordinate 

 Festival Celebration ( Ayutha pooja , Deepavali, Womens day celebration)

 Safety month

 Monthly communication meeting

July 2010 ’- June 11’ SPANCO BPO SERVICES Ltd.,
HR Executive. 

 Handling entire worker activities in the organization. 

 Provide entry level awareness training for employees. 

 Responsible for administration.
 Effectively facilitate the resolution of employee issues. 

 Manage employee relations issues by assisting directors and managers by conducting internal investigations and recommending a course of action. 

EDUCATION
 Two-Year Full Time Postgraduate in Business Administration (MBA) in HUMAN RESOURCE & FINANCE  from RVS Institute of Management Studies and Research , Coimbatore ( Bharathiar University), 2008.
 B.COM from CBM College of Arts & Science, Coimbatore 2008. 

 12th (Commerce) from Ramanathapuram higher secondary school Coimbatore (State Board), 2005. 

 10th from Nadar High’s school, Coimbatore (State Board) 2003. 
IT EXPOSURE
Application Software: MS Office, Installation of  XP , Windows Vista and Windows 7 Operating system, Tally  
PERSONAL PERFORMA

	Date of Birth
	06th June ,1988

	Nationality
	Indian

	Sex
	Male  

	Marital status
	Married 

	Languages Known
	Tamil (Mother tongue),English, Hindi (Spoken only)

	Personal Skills
	Extremely Energetic, Friendly, Flexible, Quick Learner,

	Hobbies
	Music,  Surfing on Internet , Tracking 

	Strength
	Time Management, Patience, Hard Working, Self Confident,  Highly Ambitious, Fast Learner

	Weakness
	Perfectionist

	Availability
	Willing to go anywhere for the job, if required.

	Notice Period
	1 Month

	Reason for change
	Better Exposure in the field of HR, Better prospect & Decent Environment


DECLARATION 
All the information’s given above are true to the best of my knowledge. I am a person who shows involvement and dedication in the work I do. Self confidence is my biggest forte and i try to maintain stability even when under pressure. 

Place: 




Yours Faithfully 

Date :








   

