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· Proficient HR Professional with nearly 4 + years of relevant experience in different aspects of Human Resource Management.
· Consistent Performer, with planning, execution, monitoring and resource balancing skills and ability to handle multiple functions and activities in high pressure environments with tight deadline.
EMPLOYMENT RECITAL & COMPETENCY MATRIX
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Amnet Systems Private Limited. Chennai
HR- Executive (Generalist) (September 2012 to December 2016)
Recruitment
· Strategize and initiate recruitment process.
· Assist in job description validation for the various positions and co-ordinate with the respective business heads.
· Continuous interaction with the hiring managers on a regular basis to ensure alignment.
· Coordinating with the consultants, candidates and internal technical panel and organize interviews.
· Coordinate and schedule interviews at all phases of recruitment process for candidates.
· Responsible for detailed evaluation of candidates against specific IT /Non IT requirements.
· Physical roll out and shipment of offer letters and other documents as required.
· Constant follow up with the candidates till they are on board and also make sure that the rejected/non shortlisted candidates are informed about the status.
Induction & On-Boarding
· End to End responsibility of on-boarding formalities for the selected candidates.
· Handling of New Joiner’s Verification drive to their different corporate HR Heads.
· Generating Appointment Letters for all new joiners.
· Managing all related documentation and verification drive.
· Generating the Employee ID and issuing Employee ID /Access Card.
· Responsible for Employee Salary/ Bank Account and Business Card.
· Ensure proper arrangement of new joiner’s workstation.
· Assigning the new joiners to their respective departments.
· Responsible for the floating of Welcome Mails to the new joiner and to all employees.
· Creation of Complete Employee Profile and carrying out the Employee Induction / Orientation Programme.
· Conducting 2 Hours session for new employees regarding the Corporate HR Policies & Vision.
Employee Relation Management [ER]/Grievances /Retention
· By having one to one feedback session with the employee & addressing the problem to the concerned heads, to get an effective & early solution.
· Responsible for Employee end to end query at a daily basis.
· Initiated help desk to solve employee issues and grievances.
· Conducting periodical Survey & Feedback with employees to record ideas and suggestions and communicating the progress of idea/suggestion implementation.
Payroll Management
· Preparation of necessary spread sheets for Salary Workings
· End to End Salary process.
· Undergone 2 months training for generating Payroll process in (Relyon Saral-payback)  software
TDS Process
· Preparation of necessary spread sheets for TDS process
Statutory Compliance
· PF & ESI monthly returns.
· UAN generation & KYC details for PF
· PF Claims/Transfer forms & Loan process
· New IP Creation in ESIC portal and issuing Temporary cards/Pehchan cards.
· Labour forms P,Q,R S,T,O
Performance Appraisal Management System
· Helping in initialization of the Performance Management System [PMS] through HRIS software for the Key Responsibility Area [KRA], Key Skill Area [KSA] and Key Performance Indicator [KPI] at half yearly and annual for probationers and permanent employees (Using Web based application called “empxtrack”).
· Communication & Roll out of the appraisal report & issuing Increment Letters to promoted employees.
Employee Engagement [EE]
· Organizing Sports, Cultural events & activities for employees like Regular Get together, Celebrate Successes and milestone reached.
· Responsible for Innovative Employee Engagement activities to make employee motivated and happy by implementing Best Employee Award that helps them to have friendly with Employee Branding.
· Employee Birth Day Celebration. [Cake Cutting with the presence of all employees, Card & Gift, Verbal Wishes from Managers & TL.
· Coordinating and Arranging Quarterly Team Lunch Event and scheduling Indoor & Outdoor Games, Organizing Annual Corporate Day Outing to different Resorts with all employee family members.
· Library Management System (LMS)
GMC, GPA, GTLI (Insurance)
· Monthly addition and deletion process with proper track.
· Claims /Endorsement follow-ups from the insurance company.
· Co-ordinating & Conducting the Health Camp’s (Eye ,Dental, Master checkups etc.,)
HR Analyst
· Utilize HR Analytics and Bio /Access card reporting tools to provide data to business partner.
· Provide reporting as requested by management such as remuneration, leave, absenteeism, workforce planning, leadership and management development.
Library Management
· Maintaining books & registers
· Issuing & collecting the books(through online portal)
HRIS, E-Portal & MIS Reports
· Key administrator of HRIS, e portal for Medical Claims and Leave Management.
· Preparation of Monthly report through MIS related to the Recruitment, Salary, Termination, Head count, Attrition, New Joiner & left employees, Leave Management and Performance Management System.
· Maintaining entire employee database [AmEs Portal].
· Responsible for generating log in and log out report through Access Card /Biometric software.
ISO Process & Procedure Documentation
· Preparation of procedure’s for every process flow.
· Maintaining documents in a complete version control
Employee Exit Process (Separation)
· End to End Exit process, filing the resignation letters.
· Intimating the notice period days (time period) depends upon the designation band and also buyout calculation process
· Initiating the Employee clearance (online Portal) to their respective Functional head /Departments for an approval.
· Full & Final settlement working Sheets (PL, Gratuity, Bonus etc.,)
· Conducting the Exit Interview & Feedback forms etc.,
Labour Law (UAE)
· Wages,
· Leave Entitlement & Settlement
· Safety Regulations
· Gratuity Payment
Notable Achievements
· Awarded 3 times for “Outstanding Performance” “Amnite of The Month”.
· As a team we have recruited 500 members for Nellai facility.
Other Achievements & Hobbies
· Participated in Airtel Super Singer 2011[Vijay TV]
· Salem district 3rd in Singing 2006.
· Professional Carnatic Singer (8+ years)
· Hobbies like Singing, Photography, Surfing, and Reading Books.
ACADEMIA

“Master of Business Administration-HRM”[MBA-HRM] from Madras University(Correspondence yet to complete), Chennai-05.  2015 to 2017
“Master of Business Law-”[MBL] from National Law school of India University(Correspondence yet to complete), Bangalore-560072. 2015 to 2017
“Bachelor of Commerce” [B.Com] Honor’s with 59% from LOYOLA COLLEGE, Chennai-34.
2009-2012
“HSC” from Holy Cross Matriculation Higher Secondary School, Salem with an aggregate of 80.6 %
2009.
“SSLC” from St. Paul’s Higher Secondary School, Salem with an aggregate of 57.2%
2007
TECHNICAL SKILLS

Operating Systems
: MS Windows 9x,XP,Vista, Windows 7

Microsoft Office
: Well versed in Ms Excel, Ms word and Power Point

Typing Skill
: Passed Typewriting English- Lower

