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RENJITH 
Renjith.344203@2freemail.com 
OBJECTIVE

To achieve my goals through hard work and determination

AREA OF INTEREST

Human Resources/HR Admin/ MIS Executive/ Database Executive

PROFESSIONAL QUALIFICATION
Diploma in Computer Application Form HIIT.
ACADEMIC QUALIFICATION
· Pursuing MBA from Monad University, Delhi NCR.

· Graduated in B.Com from Monad University, Delhi NCR.

· Senior Secondary Passed with Commerce steam from K.S.H.E Board, Kerala.

· Secondary Passed from K.S.S.E Board, Kerala.

COMPUTER PROGRAMING SKILLS
· Office Package: Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint,

· Microsoft Outlook Express

· Graphics Tools: Adobe Photoshop, Adobe PageMaker, Adobe Illustrator, Adobe Corel draw

· Accounts tools: Tally 5.4, Tally 6.3, Excel

· HTML Editing Tools: Macromedia Dreamweaver and Microsoft FrontPage

· Language: Visual Basic, Html

· Operating Systems: Winows9X, Windows2000, , Windows XP, Windows Vista,

·  MS DOS, Win 7 & Win 8.

· Hardware tools: software Installation, operating system Installation

· Internet : well knowledge of Internet and webmaster (web, directory, search engine and Portal sites.
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PROFESSIONAL EXPERIENCE

· Working as a Executive Corporate HR Operations/Admin in Videocon Industries Ltd on 1st June 2015 to Till Date.

FUNCTIONAL OBJECTIVE:

The position aims at providing support to HR. The role is generic in nature and handles the entire gamut of HR function. High trustworthiness and repute is pre-requisite for this role

JOB RESPONSIBILTIES:

EMPLOYEES EMPLOYMENT STATUS – (PROBATIONS / CONFIRMATIONS):

· To track the probation cases and  set out communication post completion of 6 months from the date of joining 

· To maintain complete records of the confirmed employees and issue the confirmation  letter within 15 days from the date of receipt of line manager’s feedback

· To track probation extension cases  
· To ensure updation of employee information  in SAP
UP-DATION AND COMPLIANCE TO THE ONLINE HR SYSTEMS (ESS & SAP) INCLUDING REJECTIONS:

· Plan for SAP HCM Module integration, Updation & compliance

· Ensure error free process 

· Manage rejections
SYSTEM DEVELOPMENT (ESS & SAP):
· Responsible for maintaining the robust SAP  & ESS portal

· Time to time suggestion for efficient and useful features enhancement 

· Manage crisis or failure of system and suggest corrective measures

· Optimum utilization of the ERP module 

· Ensure efficient retrieval system and repository of employee data-base 

ISSUANCE OF LETTERS:

· Responsible for issuance of letter whenever required post proper approval from concern authority

· Responsible for issuance of warning, transfer, termination letter from time to time

· Meeting the timelines 

MASTER DATA MAINTAIN IN SAP:
· On daily basis, update employee details in SAP

· Check for missing details of employees in SAP, and update the system post confirmation from employees personal files

· Ensure data reliability 

· Ensure Adherence to TAT
ATTENDANCE UP-DATION FOR NEW JOINERS:
· Responsible for updating monthly attendance of all employees for the salary processing purpose

· Checking the discrepancy in the cases and highlighting the same to concern HR and employees

· Strict adherence to timelines 
CREDENTIAL VERIFICATION:

· Responsible for  employment verification of  all new joiners across the organization for all levels

· Ensure high level of confidentiality and reliability 

· Coordination with the vendors to provide primary details of the new joiner for verification  and then follow up for their feedback through references

· To efficiently maintain the MIS database of all employees

ID CARD PREPARATION:

· Timely preparation of Identification Cards (ID) for all  new joiners

· To coordinate with internal stakeholders for the data required for processing of ID card  

· To timely provide the ID cards to all new joiners in corporate and branches

· To ensure coordination and acknowledgement of ID  with RHR

·  To coordinate with vendor for ID cards and check for its deliverables. Manage their account, terms and payment details
DATA GOVERNANCE:

· New Joiners/Left Employees (Attrition Tracker) Tracker.
· To ensure Operation team deliverables meets their defined timelines as per TAT

· Ensure adherence to  SOP 

· Coordination with all the key stakeholders and keep the tracker updated regarding issuance of appointment

· letter, ID card, Confirmation letter, SAP updation ,Bank details, Retirement date of employee, Transfer, reposition tracker maintenance, Email Id  tracker, New position tracker

· To monthly share  CTC file of new joiner with payroll team for salary processing 

· To meticulously check the ESS portal in case of any missing details of employees on the  portal and share the same with operations team for updation

· To send welcome mail to all new joiner as per TAT

· To manage queries of employees applied for product discount and process their document for the same

· To manage details of contractual employees at corporate and branch level. 

· Ensure timely issuance of appointment letter, relieving letters, extension letters for employees on contract 

· To take care of loan, salary advance cases

· Keeping cost tracker updated 

· To update and maintain tracker for hard furnishing etc


ATTENDANCE AWARENESS & QUERIES RESOLUTIONS OF NEW JOINERS:

· To provide employees and new joiners information about leaves and the attendance process of the company

· To provide knowledge regarding operation of ESS portal for the attendance purpose

· To manage queries regarding ESS portal and provide resolution with the defined timelines

· To proactively manage the queries and requests of employees 

· To coordinate with IT team in case of any technical glitch in the portal as and when required and extend support to employees
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· Worked as a Executive HR Operations in Synergy HR Solutions on 26th Feb 2013 to 30th April 2015.
JOB RESPONSIBILTIES:

NEW JOINEE HIRING IN SAP/E-CODE GENERATION IN SAP
· To take care of all the generic activities post on-boarding of the employee

· Ensure checking and verifying of all the documents submitted by new joiner as per the desired format

· Setting out communication in case of discrepancies in the desired documents to new joiner and VHR,RHR

· Follow up for the documentation

· Ensure timely punching of the details of  new joiner in SAP and generate employee code within desired timeline

· Ensure accuracy and error free work
TIMELY APPOINTMENT LETTER GENERATION

· To ensure timely generation of appointment letter for the new joiner

· Ensure timely release of letters to employee both at corporate and branch level through scan and courier. Coordinate for its acknowledgement copy

· Ensure proper documentation of the acknowledgement from employee and retain the same in their personal files 

· Ensure reliability and confidentiality at work 

VENDOR CODE GENERATION

· Timely generation of vendor code for new joiner

· Timely setting out information to finance department regarding vendor code generation

· To timely release the details of monthly Laptop EMI of all employee 
EMAIL ID GENERATION & DELETION
· Ensure managing email-ID database of employee

· Timely generating email id of new joiner

· In event of resignation of employee, ensure timely deletion of email Id from the system
LAPTOP EMI (PAN INDIA)
· Responsible for managing Laptop EMI approvals for Pan India 

· To efficiently coordinate with RHR for Laptop EMI forms

· To properly check the forms submitted by verticals, understand the grade eligibility and to further process the forms for approvals

· Adherence to the timelines and zero error is vital
S/W PROFICIENCY
Operating System
: Win 97/98/2000/XP/Win 7/Win 8/Win 10
Packages

: MS Word, MS Excel, MS Power Point

Typing Speed

: 35 wpm
STRENGTHS
· Ability to work Under Pressure.

· Sincerity toward Work & Time.
PERSONAL INFORMATION

Date of Birth

:
22nd Mar 1990

Gender


:
Male


Marital Status

:
Single


Languages Known
:
English, Hindi & Malayalam (Oral & Written)

CERTIFICATION

I, the undersigned, certify that to the best of my knowledge and belief, this information correctly describe my qualification and me.

DATE
:

PLACE
:

� EMBED PBrush  ���
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