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Summary of Skills:
· Administrative support offering versatile office Management skills and proficiency in Microsoft office Programs
· Proficient in overseeing smooth implementation of HR manpower planning, recruitment, selection and client relation
· Employee grievance handling, developing and implementing disciplinary policies, co-ordination till the final settlement of employees
· Good communication and interpersonal skills
Educational Qualification:
· “Master of Business Administration” in ‘HR’ & ‘Marketing’ in New College Institute of Management, Chennai, Tamil Nadu, India, 2009-2011 with 75%
· “Bachelors of Business Administration” in “The New College” Tamil Nadu, India from 2006-2009 with 69%

· Certified Computer Accountant by obtain Tally 9 in 2008 from recognized Computer Education Centre, “CSC” Chennai, Tamil Nadu, India

· Certified software education of “Advance Microsoft Excel” from SSI Computer Education Centre, Chennai Tamil Nadu, India
Professional Experience:
M/s Day N Day service Private Ltd., (25th August, 2011 to 20th December, 2014)

No - 01, 2nd Main Road, R K Nagar, Chennai - 600028
Duration: 3 Years + 4 month

Tamil Nadu, India

Designation: “HR cum Payroll coordinator” 
SUMMARY OF RESPONSIBILITIES
HUMAN RESOURCES SPECIALIST:
· Managing Hr activities of entire staff of “M/s Day N Day Services Private Limited”
· Follow up daily attendance  & updated in internal software for salary process
,
· Manpower shortage has been accomplish for replacing absentees with relievers

· Recruitment of employees through advertisement by newspaper agency, online job recruiter.

· Interview time has been fixed either by telephonic or email for shortlist candidates

· Interview the candidate with fill up application form by enclosed Identification proof and supporting document. Based on client need the candidate should be appointed and issue offer letter.
· Ex-Employment verification for other clients hiring has been clarify either by mail or telephonic conservation
· Analyzing previous year client’s requirements for manpower planning
· Conduct Exit Interviews in the direction of left employee and issue suggestion exit form in order to know queries and implementation them for better improvement
· Maintained all new joiner data base with reference code for future stage

· Induction of New Joiners & Preparation of checklist to find the employee rating for performance appraisal once in a year.
· Daily, weekly report has been maintained in folder wise and updated to top level management once in a weak
	PAYROLL & ADMINISTRATION ACTIVITIES:


· Cross check daily attendance received from clients and updating the actual working days for salary processing.

· Salary processing for more than thousand employees through payroll software.

· Transfer of processed salaries to the respective employees either by cash or through online mode either by NEFT or Account Transfer.
· Distribution of pay slips and clarification of queries for employees
· Preparation of monthly invoices by raising billing statement for various clients and follow up mail co-ordination for payment.
· Preparation of quotation and arrange an authorized person to attend the tender for a new contract.
· Preparations of salary break up and agreement to the contractor after the contract was awarded.
	PERSONAL PROFILE:


	Date of Birth
	:
	27/11/1987

	Nationality
	:
	Indian

	Religion
	:
	Muslim

	Gender
	:
	Male

	Language’s known
	:
	English  – Read, Write & Speak

Arabic   – Read &Write Only
Tamil    – Read, Write & Speak


	Marital Status
	:
	Single
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