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Objectives: 

To work in a creative and challenging environment where I could constantly enrich my competent skills and successfully deliver solutions for the organizational growth.
A Talented and qualified HR professional Carrying 5 years of experience in Human Resource Management, Employee Relation, Pay roll, Recruitment, Immigration Process and Office administration and seeking a position  in a growth oriented organization to further develop and utilise my skills.

· Conversant with Human Resource Management, Manpower Planning and Administration.

· A quick learner with the ability to work under pressure and meet deadlines.

· Detail-oriented, efficient and organized professional.

· Excellent written and verbal communication skills.

· Highly trustworthy, discreet, ethical and effective at multi-tasking.

Education:

· M B A in Human Resource Management from IIBMS (Business School at Mumbai) on 2013.

· Diploma in Electrical & Electronics Engineering from C.C.M.R.P College, Thanjavur Dist during 2005-2008.

· SSLC from P.A.M.Hr.Sec School, Thanjavur Dist, during the year 2005.

Area of Expertise:
· Manpower Recruitment
· Pay roll

· Employee Relations

· Office Administration

· Visa Process Documentation

· Travel desk Management

· Labour Welfare/ESI/PF

Professional Experience:

Organization

: TVS Infotech Ltd- Chennai
Position & Report to
: Senior Executive Admin– Head HR & Admin
Period


: From 1st March 2014 to 6th August 2014

· Handled all the day to day admin operations
· Supervise the House keeping activities daily and to ensure the office maintained clean and hygienic
· Handled the travel desk department ticket booking, boarding and lodging (Domestic & International)

· Handled land transport i.e. vehicle hiring(All over India) 

· Handled Petty Cash and maintained with zero errors and good comments

· Preparing forecast on administrative Consumables every month and monitoring for cost control

· Preparing Vendor Contracts forecast 

· Handled immigration process for UK, US, & Philippines
· Bills and Voucher Verification of Vendors for payment processing

· Competitive quote negotiation with Vendors for better service

· Handled Foreign Exchange, travel insurances, per-diem arrangements for onsite travellers
· Preparing annual reports for budget preparation.

· Handled client visit on our implementation projects

· Organizing half yearly and annual events on employee recognition and reward functions

· Handled fire and safety evacuation mock drill to educate the employees about the importance of safety while in office premises.
Position & Report to
Executive Assistant – MD & CEO
· Schedule Meetings for CEO & MD with Clients for new project promotions.

· Schedule and maintain the official Calendar for MD and CEO, to ensure the meetings move on as per the schedule.

· Conducted the meeting periodically with all the Project Heads to discuss the progress and status of the projects.

· MOM preparation and to circulate the same to Project Managers to assign them task as per MOM

· To Follow-up and ensure the tasks are completed on time and to report the same to MD and CEO.

· Handling all their travel arrangements for business promotions.

Organization

: ETA STAR ENGG. PROJECTS PVT LTD – Chennai

Position & Report to
: Executive HR &Admin – HR Manager (Dubai)
Period


: From 11th January 2010 to 28th February 2014.

· Short listing of candidates by reviewing their CVs
· Coordinating with Cement Plant Construction Project team to get input on Job description(JD)
· Coordinating with the Technical recruitment team and the panel members for candidate selection process

· Scheduling interviews as per the Manpower requirement for the Cement Plat Construction Project at Angola
· Taken care of document collection process from selected candidates

· Coordinating with Head office at DUBAI for AO preparation

· Handled the complete post recruitment process starts from Joining to relieving formalities of an employee

· Handled employees induction program

· Maintained attendance and leave records 

· Handled immigration process such as Visit, business and work visa for African countries

· Had very good relationship with Consulate General of the Embassy of the Republic of Angola 
· Preparing manpower deputation plan for Cement Plant project at Angola as per the requirement

· Handled travel desk for ticket booking (Domestic & International), local land transport etc

· Handled all the day to day admin activities & office maintenance 

· Handled employee Payroll process

· Coordinating with site office at Angola for Purchase Request and Purchase order preparations.

· Handled Vendor Payment Follow up on Payment Payable and Receivables.

· Handled EPF, ESI, labour Welfare & other Statutory compliances

· Calculation of periodical liability and preparation of challan accordingly

· Preparation and submission of periodical statutory reports

· Attendance of periodical inspections held by Govt. Officials whenever required

· Handled vendor management, good skill in price negotiations

· Preparation of Purchase orders as per our requirement

IT Skills: 

IT Skills
:           

MS Office (Word, Excel and PowerPoint)

Technical Course:               Auto CADD & Diploma in PC Schematic automation

Personal Details:

Date of Birth

: 11th October 1989

Nationality

: Indian

Languages Known
: Tamil, English & Hindi

Gender


: Male

Marital Status

: Single

Visa Status

: Visit Visa




