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Summary

To be associated with a progressive organization which can provide me with a dynamic work sphere to extract my inherent skills as a Professional, use and develop my aptitude to further the organization’s objectives and also attain my career targets in the progress.
Work Experience

[March 2015 -Till Date]: PSA CITPL (Chennai International Terminals Pvt ltd)
Junior Officer - HR& ADMIN (Roles and Responsibility)
1. Joining and Induction 

· Biometric access for new joiners. (Staff and employees).
· Responsible for preparation of offer letters, appointment letters, background checks, referral checks, reimbursements to candidates, medicals, port pass,etc.

· Conduct Induction of New joiners, briefing them about company vision, mission, policies, processes, role clarity, expectations, insurance, medical care, OT process and procedure, leave structure.
· Responsible for creation of Personnel file of new joiners with all required documentation, creation of Bank Account for salary deposit, update HRIS information.
Payroll

       Collecting OT hours from departments, consolidate the same and sent to monthly payroll process.

Incentive Calculate

       Collecting productivity report and process incentive and sent bank.

Performance reports
         Prepare performance of each individual production and prepare daily bases attendance report.

Statutory 

· Process PF documents for new joiners.
· Register new employees IP in ESI portal.
· Timely submission of ESI & PF Declaration forms of new employees.
· Processing PF claims of left employees.
2. Time Office Management
· Leave card management & attendance data to process the monthly payroll of staff.
· Day to day Attendance checking.
· Checking & Maintaining of Overtime & late coming reports, Absenteeism Reports etc.
3. Admin activities.
· Distribution of employee assets, welfare items and maintains the register for the same.

· Coordinating and following Document Storage.
· Regular monitoring of Housekeeping operations.
· Canteen management – Addressing employee queries in the canteen.

· Regular monitoring of Ambulance and first aid.

· Regular monitoring of availability of Drinking water.
· Employee gifts distribution.
· Coordinate ad-hoc projects that may arise from time to time – Safety Day, Sports festival, Long service awards, etc..
4.  Employee Relations and Employee engagement activity
· Resolving employee grievances in a prompt manner and develop faith in employees towards the management.

· Addressing employee queries regarding payroll, Attendance, HR Policies, Leave Details, timesheets etc.

· Employee Benefits – maintaining leave records, Leave encashment, Medical Reimbursement, Medi-claim, Salary Advances & Employee’s birthday.

· Conducted carom board competition.

· Arrange Movie tickets and make family get together programme.

· Conducted cricket champion match.
Educational Qualification
· MSW (HR) from Mar Gregorios Arts & Science College. (80%)
· B.com from Loyola College.
Additional Qualification
· Diploma in Hardware and Networking.
Techincal Skills

· Operating System - Windows XP , 2007
· Microsoft office – 2010,2013
Languages know to Read, Write and Speak.

·  English – Read,Write and Speak

· Tamil     – Read, Write and Speak
Declaration

I, undersigned, certify that to the best of my knowledge and belief.
