
Objective

To further my experience and knowledge in the field of HRMS cum (SSC) and obtain a position in Human Resources, consecutive learning new skills and to deal with challenging situation, to a part of or build a team with maximum efficacy with minimum effect. Transparent operating style of work. Ability to working with TAT and recognise own abilities to resolve it.
Summary
Nine+ year experiences in HR General, Payroll Officer with multi task abilities, handling confidential file and data, providing MIS analysis. Supervise the employee personnel data entries in system & improvising the payroll procedures. Liaising with line manager related to payroll payments. Use good judgment when sharing and escalating information.

Skill

· Operating Systems 
           : Mac OS X Yosemite

· DBMS & RDBMS

: DB2, MS-Access, SQL 

· Query Languages

: SQL

· Email


           : Lotus Notes

· Payroll  Software 

: SAP–HR Ver 7.2 (Access in Quality), PeopleSoft.
Experience

Sun Tv Network Ltd, Chennai - AM HR – Payroll (2009 - Present) 
· Payroll Supervising with team member to process interim payrolls and payroll adjustments & posting journals/vendor ledgers.
· Constructive role in reviewing, modernizing and refining payroll procedures with IT team.
· Flexible working style with team member and to benefit team, to share knowledge with team. Liaise with line manager and units towards leave, time off, deductions, OT, reimbursements etc. Finalize the pay run, off cycle run & delivering within KRA rate for payment processing thru bank (records 4800).
· Planning and prioritizing the work load with team member with professional ethic and delivering/achieve goals with the available resources.
· Generating HRIS & HRMS implementation on payroll related area & resolved the employee’s queries before escalation rate, delivering the MIS report & audit requirements.

· Coordinating with corporate HR on their budget and monitor the financial performance versus the budgeted cost and inform Head of HR about the status.
· Audit checks and documents, printing reports, involved in quarterly and year-end tax projects, F16 preparation and interface and support all levels of management, administrative and technical staff with different departments.
· Benefiting the employees in insurance plan and coverage based on salary band and directing personnel for claims problem.


CMGIL (Insurance), Chennai - Assistant Manager – Payroll (2007 – 2009)
· Migrated data  and formulated  function in payroll HRMS for  three different entities

· On-line download the attendance from the system and validate with the leave & advance register etc... Processing of reimbursement claims on daily basis and effect reimbursements with TAT of 2 days. If claim not in order, advice nature of deviation to the claimant answering employee related queries develop a comprehensive monthly MIS. 

· Dash Board – Graphical HR scorecard presentation – employee cost / analysis 

· Reconciled - internally / external Audit on periodic bases to verify our records and books as per the guidelines of IRDA and as well as Tax audit are on regularly bases

· Maintained and adjust the annual privilege / sick leave granted to employees

· Strictly following the leave policy and generating MIS reports to divisional heads.
Responsibility on Pay Process:

· Compiling data with attendance / variable /tax inputs for Payroll / Tax Processing

· Online transferring salaries and remittance of statutory payment to the concerned department

· Reconciliation and accounting of payroll / reimbursement payments on monthly basis with bank recon. 

Additional Responsibility involved:
· Coordination of end-of-service formalities of final settlement for those relevant employees.

· Analyze and help modify compensation and benefits policies to establish competitive programs and ensure compliance with legal requirements.

· Assist in conducting orientation program, scheduling interviews, video conferring and arrange meeting rooms as required.

· Assist in planning and preparation of meetings, company events, year-end parties, team building activities and workshops

Hewitt India, India - On Site Payroll Process Team (2006 – 2007)
· Computation and disbursement of Salary  in  ERP 

· Liaising with Accounting & HR Department, Proper deduction & deposit of income tax/withholding tax, compliance and filing statutory returns related to payroll.
Migration Project:
· Working as part of a team designing and implementing

· Design and implement the application that meets the user's requirements document. 

· Improving customer service based on client feedback through the development of new policies and procedures. 

· Used input from product management and marketing to develop the functionality and overall look of the application to fulfill needs of customer.

· Developed a demo version of the application to incorporate and solicit feedback into the design.

· Track project execution, manage changes, develop and execute implementation plans
· Coordinate with other internal departments including Quality Assurance, Product Operations, and Production Support
Additional Responsibility involved for the client (Rel InfoComm- Chennai):    

· A generalist taking care of all activities such as driving HR policies & practices, PMS, Statutory compliances, Manpower Planning & Budgeting, HR assessment at the time of final interviews, Employee development and employee communication. Managing Employee Relations and maintaining contacts. Drafting letters and announcements including welcome notes, salary letters, NOC’s, termination and resignation letters

· Assist the VP HR & Communication in extracting the Career Development and training needs from the appraisal forms. Ensure the maintenance of up to date Job descriptions for all job positions.

· Liaise with the VP HR & Communication and contribute to the design and implementation of cost effective training to deliver business objectives.

· Maintain education and professional expertise through attendance at job related seminars, conferences, workshops and training. Schedule & identify training needs 

· Monitor, evaluate and record training activities and program effectiveness of all training events.

· Prepare P.O.’s in Optima and ensure Invoice receipt and forwarding to FI payment. 

· Coordinate the consolidation of the data from the implementation of the Companies’ Annual performance appraisal

Talent Maximus Pvt Ltd India, - BPO - Process Team – Payroll Associate    (2004-2006)
· Performed Payroll in financial services MNC having strength of 4500 employees.
· Successfully handled all Customer query, resolving Employee Self Services ticket and other related issues. Conducted On- site Help Desk 

· Processing of the approved leaves, resumptions, overtime, deductions and reimbursements in a timely manner, responsible for generating and providing analysis (as required) for all regular HR reports (e.g. monthly info, turnover, nationality, medical/ sick leave, overtime.

· Annual salary / tax Returns – generation and assisting in filing with authorities

· Annual PF statements to be obtained from PF authorities and distributed

Southern Groups of Co., India, - HR Assistant  (2001 -2004)
· Effectively handling employee relations and managing diversity in keeping with evolving work ethics.
· Communication & Working Relationships with both (Internal - All employees, External: Candidates, recruitment agencies, medical insurance providers. Works closely with the HR Manager from the appointment phase to contract signature.

· Perform Job Evaluation and ensure that positions are placed in appropriate salary bands. Assisting in scheduling interviews and arrange meeting rooms as when required.
· Assist in the short listing of CVs based on qualifications - Work in partnership with internal clients through the recruitment cycle, ensuring an efficient and effective hiring process is being followed

· Assist in company’s compensation & benefits policy and its salary band structure for employees.
· Reward & recognition program, career & succession planning, preparing annual learning and development plan in accordance to identified training needs.
· Implementation, renewing HR Process, procedures and practices

· Attrition Management Responsible for identifying possible attrition cases with Operations Managers and making action plan to control.

· Assist with onboarding arrangements for new employees and exit arrangements employees leaving by calculating their Full & Final Settlement.
Strengths

· Excellent communication and interpersonal skills 

· Taking part in interesting analysis

· Learn quickly and train others as needed to ensure a highly productive staff.

· Detail-oriented and analytical with strong project coordination and reporting skills.

· Learned advanced excel sheet with multiple linked formula and macros to print and value added programs codes. MS Access.
Education Qualification

Presently undergoing Certified Payroll Professional (CPP) Examination.

Master of Business Administration (System)


2006-2008

 

Bharthidasan University, Tamil Nadu

Bachelor of Science (Maths)

  

                       1996-2000

 

Pachaiyappa Collage, Madras University, Tamil Nadu

Personal details

Date of Birth                    
          :  13.06.1977
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