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9+years of wide experience in Human Resource Management, Personal and Salary Administration, General Administration.
· Presently working with Euro SME SDN BHD at Malaysia (UK Based Plastic Bags Manufacturing Service Provider) as Asst Manager - Human Resources.
	AREAS OF STRENGTH ACROSS ASSIGNMENTS


      Euro SME SDN BHD (Malaysia)  



        SINCE Mar’14 to till Date

(www.europackaging.uk)
A. Recruitment & Selection 

· Assisting the manpower requirement for different functions across the nationals and initiating the process of recruitment and selection.
· Optimal use of various channels of recruitment like (Job Street), Staffing Consultants, Employee Referral Programs, Job Fair, Campus Recruitment etc.,

· Handling complete recruitment cycle Technical and Non Technical. 

· Preparing Job Description, Short-listing and Scheduling candidates for interview 
· Preparing Offer Letters, Prepare the fitment of benefit plans. 
· Exposure in developing and managing annual HR budgets, Budget Report and Analysis.
B.  Training & Development

· Orientation & On-Boarding, Conduct joining formalities & induction of new recruits

· Designing formal induction process and implementation.

· Implemented a well designed induction-training package to ensure smooth entry of the new employee into main stream of the company

· Identify the training needs, Preparing Training Plan and based on that prepare a training calendar.
· Well executed competency mapping for all level of employees

· Designing Skill & Functional Matrix for all category of employees

· To identify the competency gap between actual and required skill of employees and create roadmap for necessary improvement to deliver.
· Successfully conducted trainings for all level of employees to creating awareness of Safety, Health & Personal Hygiene.
C.  Wages & Salary Administration

· Monitored compensation trends and devises new compensation structures on various statutory plans. Benefits administration like Group Medical Insurance, Personal Accidents, EPFB, ESIB etc.,
· Manage overall payroll process including full and final settlement, Bonus calculation etc.
D.   Performance Management System

· Managed appraisals at all levels across the organisational linked to career growth. Performance ratings, Appraisal Letter, Salary Increments and Adjustments. 

· Designing KRA’s in consultation with reporting managers.
E. Employee Engagement: 
· Social Activities, Birthday/ Anniversary/Festival Celebrations Employee suggestion system, Five year completion and long service awards etc.,  
F. Retention & Exit Management: 
· Counselling employees and identifying reasons for employee resignation.
· Analyses and update reports using and using the exit interview feedback forms and suggest the changes for improvements.

· Monitoring relieving procedures and settlement.

· Termination and Legal Procedure.
C.  Time Office Management
· Monitoring and updating the attendance and overtime data for employees both company and contractor.
· Joining & Exit Register preparation

· Allocation of PF numbers for new employees 

· Taking absenteeism reports and accordingly taking appropriate disciplinary action

FIH     FOXCONN INDIA PVT LTD 



 SINCE Aug’06 to Feb’14
(www.foxconn.com)
Team Leader: Human Resources
A. Human Resource Management

· Recruitment, Resourcing & Development
· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements.
· Planning human resource requirements in consultation with heads of different functional & operational areas and conducting selection of interviews
· To thoroughly analysing the job requirements.

· Managing recruitments through publishing the Advertisement in a Newspaper (or) Manpower consultancy (or) Monster.com (or) Walk-in (or) Campus. (or) Internal Referrals (or) Head Hunting.
· Visited various colleges and Institutes and recruited the Graduate Engineer Trainee (GET), Diploma Engineer Trainee (DET) & Management Graduates as part of Campus Recruitment programme.
· Sourcing the eligible profiles /Cv’s and conduct the preliminary Interview

· Handling salary negotiations.
· Conducting Background Verification of selected candidates.
· Preparation of offer letter and appointment letter.
· Maintaining and updating the weekly recruitment status reports.

B. Salary Administration
· Compensation & Benefits

· Designing pay package/Salary fitment for the selected candidates

· Working out revised pay package for the existing employees during appraisal / Increment Period.
· Processing periodical bonus/ 
continuous bonus in terms of performance incentive payout for the employees.

· Conducting salary surveys and bench marking with key companies and analysing on various aspects and recommending implement the same.
C. Personnel Administration
· Time Office, Separation & Grievance Handling & Statutory

Time Office
· Responsible for full cycle time office attendance, LTA, Leave Encashment, Medical Reimbursement and monitoring loss of pay. 
· Responsible for monitoring punctuality of employees and providing reports
· Monitoring and controlling of late attendance
Separation & Grievance Handling
· Responsible for completing relieving formalities of employees.
· Responsible for entire preparation of final settlement for resigned employees.
· Conduct exit interviews and initiate documents.
· Issue relieving order, experience, credential and maintenance of exit employee files.
· Redress the employee grievance.
· Responsible to control the attrition rate
· Introduced and maintained “Cold Coin Scheme” and co-ordinated with the management to implement the best suggestion.
Statutory
· To prepare and ensure Monthly, half yearly and annual remittance of PF & ESI.
· Responsible for Employee’s PF Claims & Transfer.
· To workout the Gratuity payment and handover to the employees who have been served above five years in the same organisation.
· Remittance of documents pertaining to employee medical insurance.
D. General Administration

· Submitting proposal to Management on finalisation of awarding Contracts/Project to vendors through e-sourcing.
· Employee welfare facilities such as Transport, Canteen & Medical Facilities, Sport, Management Event, Cultural & Facility Management Activities.
PRIME INTERNATIONAL INDIA PRIVATE LTD                                 SINCE AUG’05 to AUG 06

Executive –Human Resource & production Co-ordination
A. Recruitment

· Interaction with the managers on regular basis.

· Sourcing profiles through advertisement, Employee Referrals etc.,

· Co-ordinate & Schedule the interviews with the candidates and the technical team

· Follow up the feedback and keep informed the respective candidates about the status.

· Salary negotiation with the candidates.

· Maintain the Database of the candidates who applied a respective job.

B. Training & Development
· Responsible for whole Training co-ordination including organisation induction, soft technical skills training programme

· Co-ordinating with the functional heads for identifying the training needs.

· Ensuring the training effectiveness through feedback Methodology

· Preparing Training Calendar

· Preparing competency mapping for each employee to increase their efficiency. 

C. Compensation & Benefit
· Calculating Salary, Incentives, DA and other allowance.
· Deduction of ESI, PF and PT.
· Generation of Payslip

· Remittance of Salary and Statutory Payments.
D. Employee Welfare & Benefits
· Created and Maintained the employee welfare activities calendar
· Conducted various events day outs, town hall party etc.,
· Responsible for keeping track of birthday of employees and issuing birthday cards

· Collecting grievance in the workers committee to resolve their issues with the help of management representative.

· Observed the function of various Committees such OSHA’s Committee, Canteen Committee, Sports & Recreation Committee, Transportation Committee, and Suggestion Committee etc.
	OVER ALL ACHIEVEMENTS


The Accountabilities
· Successfully recruited for all levels (i.e. on hierarchical order) – Technician to Engineer, Engineer to Asst Manager, Asst Manager to Manager.
· Fore fronted the introduction of recruitment process and manpower requisition form.
· Facilitated salary compensation benchmarking.

· Orchestrated an Open House at each department (Internal employee Satisfaction Survey)

· Created employee’s data base such as Name, Emp.No, Date of Birth, Qualification, and Employment History in the company and other details of all employees in Excel and provided input for HRMS data management for a total 3000 employees.
· Significantly contributed in managing process documentation pertaining to:

· Recruitment Process & Separation Process

· Initiated Guidelines & formats – New Company Application form / Interview Assessment Form / Appt. Order / Orientation Check-list / Confirmation Report / Leave Process / Late / Permission Process / Transfer entitlements 
· Achieved best excellent performance appreciation during my tenure.
	EDUCATIONAL OVERVIEW


2002
Bachelor of Economics from Madras Christian College, Tambaram, Chennai
2005
MBA (Human Resource & System) from St’peters Engineering College, Avadi (Affiliated to Anna University)
2012     Diploma in Labour Law – Madras University, Chennai (Distance Mode) 
	COMPUTER PROFICENCY


      Well versed in MS Office (Especially in MS Excel & PowerPoint)
	PERSONAL MINUTIAE


Date of Birth

:
22nd December 1980
Nationality

:
Indian
Marital Status

:
Married

No.of Children & Age
:
Nil
Linguistic Languages
:
English, Tamil & Telgu.






