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“Scaling new heights of success with hard work & dedication and leaving a mark of excellence on each step; targeting for assignments in HR Operations & General Administration with a leading organization of repute”
PROFILE SUMMARY
· A competent professional with nearly 11 years  of experience in HR operations & General Administration
· Expertise in managing entire gamut of HR Operations like competency development, manpower planning, organization capability building, performance management, rewards & recognition

· Highly resourceful in identifying, developing and negotiating with vendors for the procurement of necessary items, supplies and material for the smooth running of operations of the organization
· Proficient in managing a wide spectrum of General administrative activities including material procurement, vendor development, housekeeping, budgetary control, back-office operations and outsourced annual service contracts

· Skilled in performing facility management functions and negotiating with service providers for cost-effective solutions to ensure effective & seamless operations

· An innovative & creative professional with strong communication, analytical, interpersonal & negotiation skills
CORE COMPETENCIES

HR Operations



General Administration


Payroll Management

Recruitment & Selection

MIS Reporting & Documentation
Vendor Management

Perfrmance Appraisal


Training & Development
      
Salary Negotiation

Liaison & Coordination


Employee Relations & Welfare

Budgeting / Costing
ORGANISATIONAL EXPERIENCE
Sep’14
- Nov 16
SPS Transformers Pvt. Ltd.,Chennai as Asst. Manager HR & Admin.
Role:

· Engaged in recruitment of the staff including manger grade, junior level and contract workers 

· Reviewing & analysing the requirement of organization in terms of manpower

· Handling performance Appraisal 

· Motivating the team members for achieving the set targets on time 

· Coordinating with the Finance Department for finalizing CTC and non CTC reimbursement as per company policy

· Creating & updating accurate files & reports on online application of PF, ESI, bonus, gratuity, superannuation and maintain leave register , salary register and personnel files and related documents.
· Interacting with the employees for understanding grievances and suggesting an appropriate solution for the same  

· Engaged in different  welfare & social activities for employees.
· Offering assistance to the associates related to their employment requirements, benefits, employment certificates, transportation & tickets

· Liaising with the vendors for purchasing all the stationary items 

· Managing:
· Induction programmes and joining formalities of the new joiners
· Issued staff offer letters and created recruitment reports & employment files
· Administrative activities like housekeeping, garden, canteen, security ,vehicle mgt, material procurement, annual maintenance contract, maintenance of office equipments,Gust accomadation, ticket booking etc. 
· Updating all the attendance & salary details of contract workers 
Jun’08 – Aug’14

Prolec GE,Chennai, as  Coordinator HR

Role:

· Reviewed & updated daily attendance and absenteeism report of the staff & contract workers.

· Handling pay roll for all staff and workers.
· Engaged in interview schedule & selection process for hiring the best talent 
· Issued staff offer letters and created recruitment reports & employment files

· Prepared & presented MIS reports to the senior management  
· Handling HR audit.

· Conducted training and development programme based on skill matrix and maintain the data for the same.
· Managed all the administrative activities also like house keeping, canteen, Vehicle management along with insurance related work .
· Planned & organized event management programme at corporate level

Highlights:
· Reduced hiring costs by judicious use of employee referral programs and online job portals for sourcing; achieved cost saving of 20% of recruitment cost from previous year 

· Initiated Award System, Best Performer & Magazine Portrayals to enhance operational efficiency   
· Successfully managed admin activities as per the requirement of the organization 

· Initiated Exit Interview System for the first time 

· Developed strategies for reducing the grievances of the employees 
· Skilled in controlling attrition and absenteeism 

· Prepared training calender for the team members for the whole year.
· Handled two manufacturing units of company successfully.
· Initiated help desk for workers and separate email system for staff as apart of grievance Management
PREVIOUS EXPERIENCE

Jun’05 – Jun’08

Paalana Institue of Medical Sciences, Palakkad, Kerala as PRO/ Administration
Role:
· Monitoring daily attendance and absenteeism
· Handling all statutory administration work like PF,ESI,Leave Register etc..

· Administrating all projects works in association with Panchayth / Government and other local bodies

· Responsibile for liaison with various Government Department  

· Responsible for Marketing work 
· Conducting welfare activities for employees.
ACADEMIC DETAILS
· MBA (specialised in Human Resources) from Madras University, Tamil Nadu.
· MSW from Sri Narayana Guru College, Coimbatore , Bharatiyar University, Coimbatore, Tamil Nadu.
· B.Com. from Payyanur College ,Payyanur, Kannur University, Kerala.

IT SKILLS

· MS Office (Word, Excel & PowerPoint) and Internet Applications

PERSONAL QUALITIES
· Dynamic analytical and conceptual skill

· Effective communication and ability to motivate  people

· Team facilitating and leading skill

· Highly positive attitude, adaptable to demanding situations.
PERSONAL DETAILS
Date of Birth:                        
23rd May 1983

Visa 
Visit Visa (Dubai)
Nationality:


Indian                 

Marital Status:


Married          

Languages Known:

English, Malayalam, Hindi, Tamil               
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