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CV NO: 1516776

Objective:
· To contribute to the organization’s growth through the use of my experience and exceptional hard work 
· To work in an environment where I can learn and grow as a productive individual
Work Experience 1:
· Worked as a Senior Executive – HR & Public Relations in Tea Estates India Ltd, Woodbriar Group, Valparai,Tamil Nadu, India. Responsibilities include:











(Feb 2009-Oct-2015)

HR & Administration Functions:
1. Manpower planning

2. Training

3. Attendance
4. Leave 

5. Payroll processing

6. Staff and Executive salary processing

7. Assisting for Performance appraisal

8. Maintaining employees record (Personal File) for 3900 workers.

9. Preparing regular statistical and Management report on employee turnover, Absenteeism, Sickness, Health & Safety, Population Details.

10. Organizing meeting, Teleconferences and Safety Committee meeting
11. Gratuity Peocessing, Provedent Fund, Group Accident Insurance, Tea Board Education Stipends (T-Board Welfare Schemes), Bank Loan claim Forms processing.

12. Familiaring with the staff / Labour Standing orders and giving instruction to the managers for effective implementation

 Statutory Functions :

1. Keeping abreast of all labour legislation and ensuring the maintenance of statutory records & Submission of Inspector of Factories/Inspector of Plantations/T board returns.

2. Familiarizing with the rules concerning Licence/Renewals and periodically checking on estates/Factories and informing the managers suitably to Correct / Stamp / Verify, If necessary
Public Relations Work:

1. Liaising with Inspector of Factories, Inspector of Plantations and Other Government officials, Pachayath and Police department, Trade Unions.

2. Anticipating Union demands and reactions with a view to keep the Management infomed.

3. Familiarizing with the various circulars issued by the UPASI /PAT / Head office, etc, on subjects within HR/Legal area.

Workforce:

Handling large workforce-(Executive – 10,Staff – 90,Workers – 3900,Responsible for all the manpower requirements, Taking steps to regularly to get required manpower from different sources by using different strategies, Contract workforce, Recruitment of contract labours through labour Suppliers / Contractors.
Grievance Handling:

Ensure all the issues / grievances to be received promptly from all the employees & resolve the issues within a timeframe.

Work Experience 2:
· Worked as an Executive HR in Heritage Foods India Ltd, Chennai, Tamil Nadu, India.









(May 08 - Jan-09)






Responsibilities:

1. Staff Attendance, Leave Posting – Data Entry

2. Assisting  for recruitment

3. Assisting for preparing the appointment order and other letter.

4. Assisting in given Training to the staff

5. Stock – taking and quality cheking to provide of incoming goods

6. And also handling the department of Loss Prevention Control


7.   Maintenance of Records.
Educational Qualification : 
· MSW (Master of Social Work) - Personnel Management and Industrial Relations from Bishop Appasamy College, Coimbatore, Tamil Nadu. – 2006 – 2008.
· BBM - Degree in Bachelor of Business Management in Shri Nehru Maha Vidhyalaya College, Coimbatore, Tamil Nadu. – 2003-2006
Computer Skills

· HRMS – ERP systems(Microsoft dynamics AX4)
· Panagro - For Workers Payroll
· MS Word, Excel, PowerPoint
· Internet

· Basic Photoshop

· PowerPoint

Strengths : 
Self Confidence, Positive Approach, Fast Learner, Submissive, Team Player, Adaptability to change, Ability to learn new aspects, Willingness to learn, Punctual.
Personal Information :
Nationality


:  Indian

Martial Status


:  Married

Date of Birth


:  13.05.1986 

Languages


:  English, Tamil, Malayalam 

Visa Status


:  Visit visa

Driving License

:  Indian

