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PROFESSIONAL SUMMARY

       HR Professional with drive towards executing merit in Human Resource Management and Administration by having the knowledge of the business and its environment and to propel in the learning curve and acquire knowledge and experience to excel in the career as a professional. 
WORK EXPERIENCE

	1. NAME OF ORGANISATION
	SRI LAXMI TIMBERS PVT LTD

	POSITION
	Sr.Executive - HR & Administration

	DURATION
	  From August  2014 to till date

	ROLE DESCRIPTION
	  HR and Administration


ROLES & RESPONSIBILITIES:
1. Handling the Pre and post recruitment process 
2. Organizing induction program for new employee.
3. Payroll process for all units. 

4. Handling statutory ESI and PF and Licensing issues.
5. Time office management.
6. Managing the HR data base.
7. Administration of all contract labours.
8. Handling employee insurance -related updation and issues.
9. Managing workplace safety control.
10. Conducting various welfare activities. 

11. Preparing and processing timely distribution of salary, bonus, increment, leave encashment and full and final settlements.
12. Resolving grievances or queries that any of the employees have.
13. Appraise employee performance at the end of every year.
14. Handling the Company Transport and Security activities and Housekeeping contract process as well as monthly payments.

15. Arranging Exit interview. 

	2. NAME OF ORGANISATION
	Nagarjuna Oil Corporation ltd.India

	POSITION
	Executive - HR & Administration

	DURATION
	  From July 2010 to July 2014

	ROLE DESCRIPTION
	  HR and Support functions


ROLES & RESPONSIBILITIES IN HR
· Responsible for induction process for new employees, answer queries and problems related to their employment, take care of the exit formalities.
· Performance Management 
· Grievance handling (one-on-one, Group skip)
· Have been championing the employee engagement initiatives across all levels, which include releasing fun calendar, planning activities & encouraging the employees to participate, and thus driving the fun @ work place
· Provide payroll inputs to Central Payroll Cell

· Ensure PMS rollout & process adherence across the various divisions

· Maintain HRIS and Prepare Various Reports to provide statistical data Viz. weekly/Monthly Review Meetings, Master reports.

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

· Validate and certify monthly manpower billing for payment.

· Examine and resolve employee disputes and grievances (One on One, Focused Group)

· Coordinate and conduct training sessions.

· Coordinate with external stakeholders for Medical claim Coverage for all employees

· Collecting and analyzing data for Quarterly Performance Appraisal.

· Editorial member for NOCL newsletter, NOCL TIMES – Highlights at refinery, articles by associates, special editions on any occasions at site.

· SPOC for HRMS application (Adrenaline), upload leaves/attendance on regular basis, resolve various technical queries
· Assistance for Contract labour management process.
ROLES & RESPONSIBILITIES IN ADMINISTRATION: 
· Handling Office Administration

· Organize Event Managements

· Handling the Housekeeping and Transportation process.

· Organizing Tour Programs for  Employees

· Monitoring Canteen activities

· Handling petty cash

· Certification of HR and Admin related bills for payments.

· Issuing work orders relating to services like transportation, housekeeping, gardening etc.,

Achievements:

· Initiated programs like “fun committee” and various other programs in a project allotted to me to control attrition.

· Partnered along with new business in resource planning and analytics.

· Successful in curtailed attrition below the industry standards.

· Involved  team  of  three  members  and  successfully converted all  the  attendance of  6000  contract workmen in to new pass entry system – FRACS (Facial Recognition and Access Control System).

· Lead disaster recovery operation during “Thane Cyclone” helping associates to retain their basic facilities (food, water & accommodation)
· Helping in developing internal ERP in HRMS for BCP.

EDUCATIONAL SUMMARY

M.B.A
(HR)

:
Annamalai University .Chidambaram (2008-2010)                 - 74 %
B.Com


:
Periyar Arts & Sc College .Cuddalore (2005 – 2008)                   - 62 %

HSC  


:
St.David’s Higher Secondary School.Cuddalore (2003-2004)     - 74%

Diploma HR & IR
:
Fusion HR Lab. Pondicherry. 
TECHNICAL CREDENTIALS

Tally ERP 9, DCA
:
I TECH Institute, Cuddalore.

Technical Skills

:
Type writing (Higher), Photoshop, Operating Systems.

Extracurricular

:
Reading Books, Cricket, Shuttle cork & Music.

PERSONAL DETAILS

Nationality

:
Indian   

Marital status

:
Single

Languages known
:
English and Tamil 

OTHER SKILLS &INTERESTS

· Sharp presentation and public speaking skills.
· Multi-Tasking, Comercial,Competitive,Strategic,Risktaker,Effective written communication

