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CAREER ABSTRACT 

	Strategic – HR/IR Professional with Competency in:

Factory Manager, HR Executive, Manpower Planning, Policy Formulation, Recruitment, T&D, Competency Mapping, PMS,  Welfare, Safety, Employee Relations, Negotiations, HR-Audit, Statutory Compliances, General Administration, Liasoning Skills


PROFESSIONAL SYNOPSIS & PROFICIENCY MATRIX – EMPLOYMENT SCAN

A dynamic professional with 4+ years of experience in HR & Admin

Career Objective

To be part of Management team in a modern and progressive Organization which offers enough challenges to continuously sharpen my analytical, commercial and Managerial skills and in the process provide effective and winning propositions for the Organizations.

Personality Traits

· Goal oriented and positive attitude.

· Quick learner, able to grasp new ideas, concepts and methods.

· Innovative in assessing the qualities of people.

· Able to motivate the people.

Technical skills:

· Operating System-Windows98, 2000, 2003 Server, Windows XP ,Windows 7& 8

· MS Office Word, Excel, Power Point and Outlook

· E-Mailing tools-MS Outlook, Yahoo, Hotmail and Google

· Enterprise Resource Planning (RAMCO)

· SAP- AFS 7.3

Professional Experience:

	SN
	COMPANY
	DESIGNATION
	FROM
	TO
	YRS

	1
	VKC Footsteps (India) Private Limited, Vapi, India
	Assistant Executive - HR


	OCT - 2014
	Mar - 2017
	2.4

	2
	TVS Logistics services Ltd, Chennai, India
	Assistant Officer - HR


	JAN - 2014
	SEP - 2014
	0.9

	3
	TVS Logistics services Ltd, Chennai, India
	Consultant – HR


	OCT - 2012
	DEC - 2013
	1.3


Responsibilities in the position:
· Handling and Liasoning with government officials as a factory manager of the company.

· Formulating & implementing of policies for HR, personnel, IR, welfare, strategies to handle the work force as per policies and the vision, mission of the company

· Dealing with employee Trade Union / IR and Labour Negotiations ( 1200 Employees)

· Coordinated in union related issues and take suitable counter measures for smooth functioning of organization

· Collect intelligence report on activities of union and highlighting to Management for proactive measures
· Initiating disciplinary action on erring employees including conduction of domestic enquiries

· Executing Salary processing system using SAP AFS.

· Close interaction with production lead and shift in charges to understand / identify the problems and resolve them accordingly inside the shop floor.

· Daily canteen visit to ensure quality of food, collect the positive / negative feedback of employees to take corrective measures

· Employee Grievances handling – grievance tracking and redressal 

· Review the Industrial Relation scenario on daily basis

· continuous interaction with all type of floor staff & employees, to develop a good industrial relation

· Preparing monthly MIS on Attrition rate, Absenteeism, OT, Line stoppage, Disciplinary action taken, Training programs,

· Presenting monthly MIS report to Directors and also to the Unit Management Committee.

·  Appreciation & Reward, Accidents, Incidents.

· Work closely with senior and line managers, providing them with expert guidance, coaching and support on the full range of HR activities (including policies and procedures, terms and conditions of employment, absence management, restructuring of services, Productivity and performance management, redundancy planning etc.), in order to ensure a consistent and fair approach to people management throughout the Board.

· Work closely with plant supervisors for reduction in overtime and also ensuring of 100% utilisation of available manpower.

· Long / short term directions by forecasting the future manpower requirement and designing plans for acquiring requisite skills and competencies.

· Defining job description of all professional positions, job evaluation as well as finalization of goals at all levels.

· Supported in preparing standing order.

Industrial Relations / Employee Welfare (On time grievance handling, Employee Engagement & Welfare)

· Ensuring prompt resolution of employee grievances & maintaining cordial employee relations.

· Wage Settlement (18(1)) entered with the committees of workers for 1 Years to maintain a peace in wage negotiation

· Organizing sports, festival functions, various events and other awareness programmes, aimed at enhancing the sense of bonding and oneness amongst the employees.

· Looking after grievance handling, employee motivation, personnel/family counselling thereby instituting measure for reducing absenteeism and employee turnover.
· Handled the wage settlement cases in Labour office and Labour court.
IR - Employee Relations (Channel for communication, Knowledge /Info Sharing, Transparency) 

· Developed a Sexual Harassment committee to maintain a good working environment to the ladies workers

· Initiated and developed committees (Canteen/Transport) for an enhanced employee relations 

· Cultivated mutual trust between the management and work force resulted in absenteeism and turn over reduction

· High order of understanding on the interest of company and management on the workers 

· Towards the motivation of employees initiated and implemented the Employee Engagement Activity

· Involve  the committees in regular communication activities

· Conducting floor level meetings in regular intervals to maintain the cordial relationship ( Monthly)

IR – Legal Compliances (Licences, Certificates, Approvals (Periodical), Coverage with legal benefits)

· Ensuring 100% compliance by obtaining or renewal of Licenses & Certificates based as per the Acts 

· Monitoring the compliances – Forms, Registers Maintenance and equipped for inspection by Govt. Authorities

· Implemented the internal department audit system for effective management

· Follow up on employees social security measures like ESI / PF & Insurance

IR - Liasoning 

· Liasoning with the inspectorate of factories and labour commission office

· Liasoning with local administrative structures

Manpower Planning & Budgeting:

· Annual manpower planning & forecasting

· Annual budgeting for planning the manpower, Salary increment, office repairs and plant non-production maintenance work

· Projected manpower employment costs for a year

· Track attrition and Department wise analysis 

Employee Engagement – Rewards & recognition 

· Engaging the available talents in training programs towards the individual development as a retention agent 

· Towards the motivation of employees initiated and implemented the Employee Engagement Activity

Training and Development 

· Implemented an extensive Induction and orientation program for the new joiners

· Planning, scheduling and conducting training programmes in consultation with various Departmental Heads, and also coordinating in the selection of skilled trainers.
Safety Officer & Safety Management

· As per legal requirement the appointment of safety office and following up

· Responsible to develop the culture of Safety across the Organization

· Ensuring for Safety trainings in regular intervals 

· Monitoring the issuance and usage of PPE’s

· Initiated Safety day functions and celebration on the grounds of safety ( MAR 4)

· Organizing and conducting Medical and Eye Camps

Employee Self Involvement

· Engaging the available talents in training programs towards the individual development as a retention agent 

· Education to the workforce about the Society and Personal life Standard improvements and maintenance

Notable Contributions in career 

· Actively involved in 18(1) settlement 2014-2015
· Handled strike – Addressed the people about the key points and the consequences

· Retrenchment exercised for the well being of the organisation  

· Initiated – ESI Photo Camp, 

· Made 100% Statutory – Compliances covered (Licenses/Certification ETC.,)

· Initiated Suggestion Scheme in the organisation

Education

Master of Business Administration (HR AND MARKETING) - May 2012 with First class: 7.07(CGPA)

Thangavelu Engineering College Affiliated to Anna University.

Bachelor of Engineering (Computer Science and Engineering) - May 2010 with Percentage: 67%

P.S.R Engineering College Affiliated to Anna University.

Projects

Consumer Preference towards GET IT Products (P.G Final Year Project) 

This project gives knowledge about preference of consumer and also provides awareness about the working field of the representatives. This project helps to know about the thoughts of the customers, risk in a marketing field and also helps to know about the strategy to be followed to solve a problems within and out of the company.  

Trientis 1.0 (U.G Final Year Project)

Trientis which includes various functions such as vehicle tracking, surveillance, personnel identification, etc., with a reasonable capex and opex as a single product. It gathers various data such as GPS data to identify the path taken by the vehicle, RFID data to identify the authorized personnel inside the vehicle, imaging device to monitor the personnel/assets inside the vehicle.

Library Management System (Mini Project)

This project is to maintain a library in very easy way. This is developed in .net platform and sql is used as backend. In future it is planned to use RFID with this System.

