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Mahendran

Mahendran.223172@2freemail.com  
Sr. HR/Admin Executive

CAREER OBJECTIVES

To obtain a responsible and challenging position where my education and work experience will have valuable application and to establish a long term relation with the company for its growth as well as mine.
CORE COMPETENCIES

	•  HR Generalist
	•  Payroll Management
	•  Statutory Compliances

	•  HRIS Management
	•  Leave Management
	•  Performance Appraisals

	•  Joining & Exit Formalities
	•  Training & Development
	•  Administration


PROFESSIONAL SNAP SHOT

  Company & Location


     
    Designation

        


 Duration             
1)  HR Global Services India


Sr. Executive – HR & Admin

June 2012 – Dec 2014

Bangalore, India
2) 
Randstad India



Sr. Process Executive


Mar 2005 – May 2012

Chennai, India
3)
Designs Readymades


Sales Supervisor



Jun 2003 – Jan 2005

Chennai, India
EDUCATIONAL CREDENTIALS
	GRADUATION 
	INSTITUE
	BOARD / UNIVERSITY
	YEAR

	B.B.A
	Adaikalamatha College, Thanjavur
	Bharathidasan University
	2003


CERTIFICATION COURSES

· Certified Human Resource Generalist – HR Global, Bangalore (International Accredited, IAO-USA)

COMPUTER PROFICIENCIES

End User in Greythr / Folklore HRIS packages and also have good working knowledge in ERP Applications, MS-Word, Excel, Power Point presentations and Advanced Excel reports i.e., pivot table, goal seek, auto filters, Vlook up & Hlook up, splits & freeze panes which is used prepare to MIS reports
PROFESSIONAL EXPOSURE

Recruitment, Selection Process:

· Sourcing, Screening, Short listing of Profiles from Job Portals (Naukri, Monster & TimesJobs), Scheduling Interviews, Conducting Preliminary rounds, Scheduling Technical interviews with Clients.
Induction, Joining formalities and Full & Final Settlement Process:

· Taking Induction Session for the junior, Executive & Middle level entrants in the Organization, Ensured induction of all employees as per the defined process. 
· Manage business letters related to employees.. ex reference checks , allowances, request for evidence, transfer related documentation etc. and providing required information
· F&F Settlements of resigned Employees, Complete the same within 5 working days from the date of H/T over and clearance
Payroll Management: 

· Verify Time & Leave Management for timely and ensure accurate processing of the Monthly Payroll according to the schedule, Generating Pay slips and forwarding them to employees.
· Manage regular preparation of relevant MIS reports, including weekly, monthly, quarterly and year-end reports (gross payroll, hours worked, vacation accrual, tax deductions, benefit deductions, etc.)
· Manage employee queries with regard to their deductions, settlements and supporting their requirements.
Statutory Compliances:
·  Strict adherence and compliances with the provisions of various Labour legislations (Shops Act, EPF, ESI, PT etc.,) Registrations & Renewals etc..

·  P.F, E.S.I., P.T & Gratuity - Calculations, Remittances, Filings - i.e., - Payment Challans, Monthly/Half Yearly/Annual Returns & PF transfer / Settlement, Handling of inspection & internal, External Audits etc..
Performance Management System (PMS):  

· Coordinating with self, peer & superior for appraisals, forwarding the Performance Appraisal formats to Employees, Department.

· Responsible for Defining Jobs, KRA Setting, Mid Year Reviews, Annual Reviews, Handling appraisal activities.
Training & Development:

·  Identifying training and development needs within an organization through job analysis, appraisal schemes and regular consultation with business managers and human resources departments. Designing & developing training programmes, monitoring the quality of training of groups.

·  Conducting Induction Training for new hires, Training Need Analysis based on Skill Gap Analysis, Appraisal Feedback and suggestions, Coordinating External and Internal Training Programs. 

HRIS Management:

· Maintaining & updating Employee’s Database & personal records, Verify & Process record data of each employee for Gratuity, Mediclaim, and Insurance details.

· Updating & promoting the Company Policies & Procedures through HRIS System, check for timely updation of Time Management & Leave Management in the System.(Folklore HRIS)
General Administration:  

· Issue of Identity Cards, Asset Management & Tag procurement etc… Arranging of Visiting cards, Letter heads, Stationary procurement & distribution.

· Hotel & Travel Ticket Booking, Rent, Electricity, Telephone, Mobile, Internet etc..- Bills payment follow-up. 
· Arranging of Visiting cards, Letter heads, Stationary procurement & distribution.[image: image1.png]




