Gulfjobseeker.com CV No: 1428900
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
OBJECTIVE:

To work in an environment that will continuously upgrade my knowledge and help me in contributing towards the goals of the organization.
Work Experience:  
Currently working in M.S.LABELS – Tirupur 
Role: HR Executive (November 2013 to Till Date)
Responsibilities:

· Supervise and manage all day-to-day office administrative activities
· Prepare, develop and implement procedures and policies on staff recruitment
· Time Office Management and Attendance Activities such as 
· Daily Attendance Preparation
· Monitor daily attendance  
· Maintaining Time record and Leave records of employees
· Preparing Employee Personnel Record like Job Application, Employee Data Sheet, Employee Joining report, Verification Of Age Proof
· Maintenance of Records for Salary Particular, Leave, Absence
· Maintaining employees personal files and records
· Coordinating with Bank for Opening Salary accounts for newly recruited employees

· Facility management
· Safety Policy implementation
· Employee welfare activities

· Maintained resignation records, ex-employee dues, processed resignations with respective department heads

· Handling Statutory compliances such as 

· Timely submission of ESI & PF Declaration forms of new employees 

· Filing of monthly Statutory Returns within the due dates 

· Processing PF claims of left employees

· Taking Exit-Interview, Issuing Reliving letters, full and final statement of existing employees and released Service Certificates after ensuring that the employees owed no dues
EMKE SILKS & Garments P Ltd – Thrissur (LULU Group – Thrissur)
Role: Support Staff Manager (Feb 2012 to Aug 2013)
Responsibilities:
· Attendance Management and submitting the reports to General manager such as 

· Daily Attendance Preparation

· Monitor daily attendance  

· Maintaining Time record and Leave records of employees
· Inward Management
· Purchase Order & Purchase Entry in charge
· Payment Outstanding list preparation submit to GM 
· Payment preparation
· Updating stock card for inquiries and monitor the availability of the materials

· Report materials damages and for surplus sales

· Monthly, annually inventory report(Physical counting)

· Monitoring the materials availability and prepare request for purchase when it is needed

THE CHENNAI SILKS (Corporate Office): 
Role: HR Assistant (June 2008 to Dec 2011)
Responsibilities:

· Analysis of manpower Requirement.
· Coordination in Recruitment & Selection Process
· Handled HR Round Interview & Salary negotiation
· Responsible for complete Joining and Orientation Formalities of new employees
· Preparing Employee Personnel Record like Job Application , Employee Data Sheet, Employee Joining report, Verification Of Age Proof
· Maintenance Updated Employees Related  Data
· Coordination in Pay Roll Compensation, Attendance & maintaining the Leave record of the employee
· Maintenance of Records like Salary Particulars, Leave, Absence
· Managing Payroll Activities and Wages compensation structure –Administration, fixation & Negotiation
· Carrying out Exit Interview and Taking Care of clearance Process
Educational Qualification:
· MBA in HR and Marketing from Sree Saraswathi Thyagaraja College from Bharathiar University  in 2008 with 63% 

· B.Com degree from Sree Saraswathi Thyagaraja College from Bharathiar University in 2006 with 50%
Skills Acquired:
· Supervisory skills

· Problem solving skills

· Time management skills

· Effective written communications skills including the ability to prepare reports, policies and procedures
Computer Skills:
Operating System:  
Windows XP & Windows 7

MS Office:

MS Word, MS Excel, MS Power Point and Outlook
Database:

MS Access 

Software:

Tally 7.2
Personal Details:
Date of Birth

:          19.07.1986 
Sex 


: 
Male

Marital Status

: 
Married
Nationality

:
Indian

Religion

:
Muslim
Total Experience
: 
5.5 Years 

Language Known:

To Write 

:
Tamil, English

To Speak

:
Tamil, English, Hindi, Malayalam and Urdu 
To Read

:
Tamil, English
