SRIVIDHYA
Job Profile
To work in a competitive and professional atmosphere in the field of management to gain expertise in the same and contributing significantly to the organization. I would also want to continue my career with an organization that will utilize my management, supervision and administrative skills to benefit mutual growth and success. A position in Human Resources, providing opportunity to make a strong contribution by utilizing and expanding upon related education, skills, experiences and capabilities.
Education

MBA (Human Resource Management) from Tagore Engineering College

(Anna University) Chennai in 2011. 

Passed with 76%

B.Sc. (Computer Science) from Asan Memorial College of Arts and Science 

(Madras University) Chennai in 2009. 

Passed with 59.08%.

XII from Good Will Matric Hr.Secy School, Chennai in 2006. 

Passed with 76%.

Computer and Managerial Skills:

· Good knowledge in Microsoft Office (VLookup, HLookup, Pivot).

· Good at upward and downward multimodal communicative skills

· Professional English Writing.

· Team handling skills.
Past Work Experience

Organization
       :          

Designation
       :          Sr.HR Executive, from March 2014 to March 2015.       
Process       
       :          Recruitment and Generalist
Responsibilities:

· Understanding the manpower needs with respect to business
· Screening of resumes, short listing of candidate for technical round and coordinating for interview

·  Negotiating Salary with selected candidates and discussing the terms & condition of employment
· Responsible for Acceptance of Offer letter & collecting the required documents and Handholding the potential employee till he / she joins on concerned location before the person is put on a project.

· Preparing various MIS related to recruitment & selection process.
· Handling all joining formalities, including preparing offer/appointment letters.

· Interacting with the bank for processing salary accounts.

· Coordinating with other teams or department for background verification for all new employees.

· Maintaining and updating records of all the employees' personnel files.

· To identify training needs for employees.

· Maintain Man Requisition Form (MRF) , No dues Certificate (NDC),  Salary Advance records. Conduct informal surveys to figure out the job satisfaction elements and gaps if any. Organizing and handling employee’s engagement program.
·  Conduct exit interview to identify reasons for employee resignation
Organization
       :          Sodexo Food Solution India Pvt Ltd       

Designation
       :          Sr.HR Executive, from May 2012 to March 2014.       
Process       
       :          Employee Relation & Payroll
Responsibilities:
· Recruiting of workmen as per the selection procedure specified such as site 
requirement as confirmed by Management, background clearance, skills test & confirmation joining formalities.
· Responsible for Acceptance of Offer letter & collecting the required documents.
· Salary fixations and Negotiations: Handled salary fixation of the regular employee taken in different grades on Cost to Company concept

· Explaining the company policies & procedures to the new employee in detail 

· Interacting with the bank for processing salary accounts and pre-medical checkup

· Coordinating with a other teams or department for background verification for all new employees

· Prepare salary break ups and salary restructure as per Company norms.

· Provide the salary details to the payroll team for the salary processing.

· Handling Employee Database (Both in Soft Form and Files Management)
· Obtaining/generating and maintaining the requisite statutory records relating to 
attendance, leave and earnings , PF & ESI or WC of all workmen at the site
· Ensuring timely initiation and proper compliance of statutory requirements under various labour law. 
· Arranging hygienic up-keep of labour camp(s), site canteen(s), sanitary facilities 
and crèche/rest rooms at all times. 
· Employee Relation: Handling all the queries of the employees. Be it related to Salary, Leaves, Attendance, and Transfer, Staff Welfare etc. Motivate the employees on day to day basis &explain the various policies, strategies and benefits to employees.
Personal Skills:

· Achieved high level of client satisfaction through patience, methodical approach to problem resolution. 
· Turned around tense situations with irritate customers into positive outcomes. 

· Proven ability to build rapport and work well with team members and management.

Personal  profile:

Name 


:          Srividhya.B

Husband's Name         :          M.Narayanan

Date of Birth 

:          27/06/1988

Mother Tongue           :          Malayalam

Languages Known      :          English, Tamil & Malayalam.                                                         

Passport Details 

Place of issue

:
Chennai

Date of issue

:
20/06/2012

Date of expiry

:
19/06/2022

Declaration:
I hereby declare that the information given above is True to the best of my knowledge and belief. 

Date:








     

      Yours Faithfully

Place: Chennai  
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