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	Objective:

	To carve a niche, by seizing the opportunity to contribute towards the organizational goals through continued development of professional skills. To identify and work on better management of Admin and HR functions of the organization.

 

	Summary:

	Has more than 5 years of experience in areas of HR functions and administrative work handling which involves interaction with internal as well as external business partners and managing available resources to accommodate organizational priorities.

· Solid Management Skills, proficiency in leading and mentoring individuals to maximize levels of productivity, while forming cohesive team environments.

· Expertise as HR & Admin to rapidly troubleshoot, diagnoses, and resolve complex, business critical and technical issues.

· Devises Analytical & Quality-driven resolutions to identified defects that often eluded coworker response.




	Professional Experience:


	FRESHLY FROZEN FOODS LLC, DUBAI.(ANC Holdings Group) APR 2013–Till Date

	Admin Assistant


Roles & Responsibilities
· Managing a group of around 450 Employees of M/s. freshly frozen foods & 200 employees of its Sister Concern company M/s. Senora Foods.
· Ensuring on-time issuance of appointment letters, probationary confirmations, promotions, transfer letters and relieving letter, Responsible for release of organizational announcements related to business as well as employee deployment at various levels.
· Payroll processing and validating salary inputs, shift allowance, reimbursement.
· Processing Leave & Airfare settlement as per the grade & eligible employees.

· Documents preparation and getting approval for applying new visa
· Taking care of on-time renewals towards Employees Passport, Visa, Labor contract & Emirates ID.
· Liaising with PRO for Visa stamping, Visa Cancellation & other emigration related works
· Arranging Ok to board visa message by manual & through online.
· Handling on boarding joining formalities for new joiners & Opening their Bank Accounts.  

· Preparing documents for visa medical, OHC medical & EID process.
· Creating request id, Staff ID, Leave application processing, updating attendance for leave application & final settlement in HRMS (Oracle).
· Preparing visa, labor card & Passport expiry details list from Cognos (HRMS) on monthly basis.

· Monitoring and passing of full & final settlement due of the resigned Employees and processing for visa cancelation.

· Tracking NRFL after six months & employee absconder when concerned department reports.

· Making change of status & service request in HRMS when it is necessary for the employee with prior department approval.
· Taking care of Insurance Renewal & employees medical reimbursement.
· Maintaining attendance & leave records of the Employees in HRMS.
· Arranging transport for Visa cancellation, leave departure & arrival, employee, guest pickup & drop.
· Responsible for Insurance, Exit, Leave management, Payroll, upkeep and maintenance of personal files.
· Maintaining & Monitoring the Sim card assigned to the department.
· Air Ticket booking for the Guest, applicable employees & Managers business travel.
· Handling Admin department expenses.
	M/s. Etisalat DB Telecom Pvt Lt., Chennai                                   May 2011 – Oct 2012

	HR Associate


Roles & Responsibilities
· Responsible for entire HR Operations of South Hub based out of Chennai (Karnataka, Andhra Pradesh, Tamil Nadu and Kerala). Responsible for 500 on roll employees and 500 Associates Employees.

· Joining, Induction & Exit: Induction coordinator, holding responsibility for on-boarding process and online joining formalities.  

· Responsible for capturing exit reasons and analysis of the same
·  for action plan.

· Employee Engagement Initiatives: on a weekly / Monthly basis.

· Responsible for Joining, Insurance, Exit, Leave management, Payroll, upkeep and maintenance of personal files.

· Educating employees on policies, procedures and ensuring 100% adherence for the same concerned to loans, CTC Reimbursements & NON CTC Reimbursement, claims and conveyance.

· HR MIS: Monthly / Weekly Basis.

· Maintaining attendance & leave records of the Employees 

· HR Dashboard- Single window for all HR operations efficiency measure.

· Ensuring on-time issuance of appointment letters, probationary confirmations, promotions, transfer letters and relieving letter, Responsible for release of organizational announcements related to business as well as employee deployment at various levels and devising Organization structure on monthly basis for all functions and thereby facilitating in standardization of the same across south hub

· Maintain Records of HR Statutory Compliance 

· Employee engagement measures

· Role based need identification.

· Aligning HR Plan to Business Plan

· Manpower Planning & Forecasting based on Business Plan

· Competency based sourcing

	M/s. Maclellan Integrated Services India (P) Ltd., Chennai                                                                        Nov 2010 – May 2011

	Admin Cum HR Executive


HR ACTIVITIES:
· Understanding the Job description of the various openings. 

· Screening and short listing Candidates based on the Job description of the client. 

· Managing and maintaining Employees Database 

· Interacting with potential candidate and understanding their profile.
· Handling joining formalities, which include introductory sessions, briefing of the company policies, guidance in filling the joining forms, verifying the filled joining forms, Issuance of ID Cards & Opening their Bank Account

· Personal file maintenance

· Preparing and issuing of Appointment letters, Confirmation letters etc.,

· Payroll Administration – processing and validating salary inputs, shift allowance, reimbursement

· Conducting Exit interviews and collecting feedback and sending the EPF settlement form to the corporate office

· Monitoring and passing of full & final settlement due of the resigned Employees
· Taking care of medical reimbursement

· Handling statutory compliances – Contract Labour Act.

· Maintaining attendance & leave records of the Employees 
· Looking after the confirmation and promotions

· Getting Self Appraisal completed from employees.

· Monthly Auditing the Statutory records of Sub-vendors

ADMIN ACTIVITIES:

· Assist Facility Manager in daily operations onsite.

· Administration activities and coordination work with client and our engineering team.

· Supervise term contractors / staffs in carrying out maintenance/House keeping work.

· Vendor follow ups, Receiving quotations from Vendors.

· Identifying proper vendor as per requirement.

· Follow up of Vendor payments.

· Follow up with AMC vendors for renewals, new proposals, etc.

· Attending and registering complaints received through Phone calls.

· Follow up of complaints received from client.

· Follow up of closure of snag lists sent by client.

· Invoice checking done which is to be submitted to client every month. 

· Preparing reports whenever requested by client.
	M/s. T.N. Ravi & Associates, Chennai                                   Feb 2009 – Nov 2010

	System Administrator

	Roles & Responsibilities:

· Accessing value of the property through Govt. Registered Valuation Site in Internet

· Coordinating bank customers for verification of the property

· Scrutinize the Expense invoices and forwarding it to the Payments department

· Prepare and maintain monthly invoices

· Screening and short listing Candidates based on the Job description 

· Updating the valuation report of properties in the bank format


· Coordinating for documentation work.

· Daily petty cash handling



	Satyam Computers Services Ltd, Chennai                                Apr 2008 – Jan 2009

	HR Assistant

	Roles & Responsibilities:

· Coordinating for ELTP bulk joining and LATERAL Joiners.

· Coordinating with HR team for collecting of verification papers.

· Maintain Payroll documents by the joiners with updated in SAP application

· Generation of GID for the new Joiners using SAP application

· Handling SAP data entries for HR records.

· Helping the Joiners to complete the online information through Virtue.

· Giving induction to the new Joiners
· Coordinating for documentation work.

· E support joining verification

· E mail Id Creation in E support.

· Scanning Photos and Signatures for issue ID Cards.

· Issue the Offer Letters for the New Joiners. 


	M/s. T.N. Ravi & Associates, Chennai                                 Jan 2003 – Mar 2008

	System Administrator

	Roles & Responsibilities:

· Prepare and maintain monthly invoices

· Updating the valuation report of properties

· Manage Income and expenditure report

· Daily petty cash handling

· Coordinating for documentation work.



	Education:

	· Master Degree in Management (MBA - HR & Systems) – Sathyabama College

· Bachelor degree in Chemistry (Bsc. Chemistry) – Madras University.


	Project Details:

	
Project


:
MBA HR


Title
                 
:
Motivation of employee in Iskon Infotech
Period


:
December 20,2007 to February 20, 2008




	Technical Skills:

	· Completed and have Proficient knowledge in SAP HR Module

· Proficient in MS. Office (Word, Excel & PowerPoint) & MS Access

· Typewriting – Higher level qualified

· Expertise in e-mail and internet operations


	Personal Details:

	Date of Birth                                 : 16-Oct-1981.
. 

Marital Status                               : Single
Languages Known                         : Hindi, English & Tamil 


	

	

	


