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To utilize managerial skills in the best possible manner.

                     To put my creative ideas to improve the management in the industries

· Administrative Section

· Human Resources Development Dept.


· Post Graduation  :       Diploma in  Personnel Management and                

                                    Industrial  Relations
                                    Alagappa University                                   

· Graduation
    :
Bachelor of Commerce





K.R. College of Arts & Science, Kovilpatti.                                                                                                                             

                                                Manonmaniam Sundaranar University.

· H.S.L.C
    :
St. Joseph’s Higher Secondary School,





Manapad.





Percentage: 73%

· Junior Executive In the Department of “HR & ADMIN” at Chennai Pen Products (P) Ltd from the date of June 2010- August 2012.
· ''HR-Executive'' in Derik Monofil Pvt Ltd., Nagercoil From October 2012-to-Till date.

Roles & Responsibilities
· EPF,  & IF  returns & other  Statutory requirements compliances.

· ESI & EPF Records maintenance 

· Administration activities 

· Factory Vehicles maintenance 

· Prepare ESI & EPF Documents for Returns

· Handling Petty Cash   

· Co-ordination of Manpower recruitment 

· Maintaining and verifying attendance records

· Maintaining IF Records

· Preparing Annual Returns for IF 

· Day to Day Work Follow up

· Prepare daily attendance reports

· Conducting Preliminary interviews.

· To arrange training programs through internal as well as external faculties.

· Annual appraisal & Salary reviews. 
· Payroll process (Salary Preparation)
· Organizing cultural events & activities for Employees during festivals

· Monitor and Control HR Programs Focused on improving Staff Motivation

· Time & office management.

·  Supervising incoming & outgoing register

·  Supervising housekeeping & other office administration.

· MS Office

· Tally (7.2 Version)

· ERP (Software for Payroll process) 


· Participated in Quiz Competitions.

· Winner in zonal level football.

· Volleyball player in College Team

      Age & Date of Birth

:
24 & 13.07.1990

      Sex


                        :           Male

      Marital Status


:
Single

      State                                              :           Tamilnadu

      Nationality
                                    :
Indian

      Language Proficiency                   :            English & Tamil

      Father’s Name


:
J. Pitchiah
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