  



SELVI 
Selvi.274726@2freemail.com 
OBJECTIVE
To take any challenging assignment that utilizes my skills and knowledge; while being resourceful and determined to achieve the organizational goals.
Work Experience
· Worked in Gmmco Ltd. (Caterpillar Dealer), Chennai from December 2008 to September 2015 (HR Experience - 3.0 years and SAP - Core User Experience - 3.7 years in HR / TEM Module)

· Worked in Standard Chartered Bank, Chennai from May 2008 to November 2008
Current Profile Summary
· 6.7 Years Total HR & SAP experience including Functional Consulting, Implementation, Production Support and Training.

· As a core user, Impart knowledge about the complete life cycle of HR & TEM project from Project design phase, mapping customer requirement in SAP, continuing with testing and implementation of various HR modules till supporting the end users in various sub modules of HR.

· Specialization in Personnel Administration Master data, Benefits, Personnel development Qualifications, Time management, Organizational management and Training and event Management.

· Lead the SAP Team on implementation of HR and Training and Event Management Module and also trained the End User.

· Has played key role in the Testing and Quality assurance of HR & TEM Process and Reports, Time Matters and has been versatile in taking up any tasks assigned

· Has taken up the core user level roles effectively and has been able to motivate and guide the resources and team members thereby ensuring quality deliverables.

· Has lead the team for Payroll execution and owned all process execution like PA Actions and acted as lead for the same during every month end salary releases

· Has worked on SAP HR & TEM projects and capable of handling the deliverables with tough deadlines without compromising the quality

· Has knowledge on LSMW, SMARTFORMS and ALV Reports.

· Implemented projects under ASAP methodology.
Professional Experience

	Areas of work
	SAP - HR & TEM 

	Package
	SAP(Version - SAP ECC 6.0), Ms-office

	Operating System
	Windows 2007


DETAILED Experience

Company: GMMCO LIMITED

Department: Human Resource

Period: Feb 2012 to Sep 2015

Role:  Officer - SAP (Core User)

Responsibilities in SAP:
· Effective Co-ordination with Accenture from customer end for the Successful implementation of HR & TEM MODULE 

· Verify the SAP Updated data Like (Hiring, confirmation, absorption, promotion, extension of training, Transfer, End of Contract, Renewal of contract & separation) and confirmation for the payroll execution.

· Took full ownership on giving On-Job Training to my team Members on SAP Process. Guiding them and resolving on all their clarifications

· Execution & process updates in SAP such as (Hiring, PA action, Transfer, End of Contract & Renewal of Contract).

· Data Correction & Maintenance in SAP to create the Reports (in Enterprise Structure & Organizational Structure)

· Knowledge sharing to other department (Mainly Training department)on the process on Training Programs, Registration, Register Attendance, Program Feedback and Skill Update.
Responsibilities in HR:

· Administration process for Contract employee Such as, a)Joining Formalities, b) Salary increments c) Termination d) Renewal follow up with Manager and e) Salary updating to Accounts

· Salary Reconciliation of Regular & contract Employees – Monthly basis verification on salary master database & reporting appropriate issues to the manager.

· Assisting the Management for data computing and data compilation as a part of Management process (Like DPC - Appraisal Meeting, Identifying the promotions for the year based on Appraisal Feedback)

· Roll out the Half yearly and Annual appraisal process. 

· Identifying the promotions for the year based on Appraisal Feedback and Growth Matrix.

· Issuing the TCDP Allowance (Level 2 & Level 3) letter & inform to ACCOUNTS.

· Part of recruitment team in issuing the appointment letter for both the Regular & Contract Employee

· Dashboard Database Maintenance with the help of SAP.
Department: Training (Subdivision of HR)

Period: Dec 2008 – Jan 2012
Role:  Training Assistant (Training Coordinator)

Responsibilities:

· To work with Dealer business system (DBS) software on various tasks which include Checking of Parts availability, placing order for parts, preparation of work orders, debit notes and invoices.

· To organize and coordinate the training programs which include nomination process of the participants, arrangements of training materials and training facilities.

· To follow up with the employees on their training progress in web based training and achieved 100% completion of sales certification.

· To create Dealer Performance Centre (DPC) accounts using Identity management & Account Provisioning (IMAP) online and assign user name, password to the users; resolve any issues related to the same. 

· To perform sorting and alignment of data downloaded from Dealer Performance Centre (DPC) using Excel supporting software's.

· To maintain database of all employees, maintain records of the training programs attended by the employees.

· To prepare a monthly consolidated report on the activities of training department.
Company: Standard Chartered Bank
Department: Accounts Opening (LAS) 

Period: May 2008 – Dec 2008
Role:  Process Officer

Responsibilities:

· As a part of account opening team, to feed data into Hogan software; 

· To create insta account, saving account, current account and locker account using macros.
Achievements:

· Have received Service Training Excellence Accreditation award from CAT for splendid work in the Training Department.

· Undergone training in company, HR flow process effectively in Recruitment, Personal Administration, Time management and Separation.

· Undergone three months Training on ABAP by Birla soft.

· Have taken up Core User roles effectively and received appreciations from Executive Vice President of HR, Training & 6-Sigma for the successful implementation of                       SAP - HR Module, which is established by Birla soft & Accenture.

Educational Qualification:
M.C.A


                                                                                                 Madras University - 2011        

B.Sc. Computer Science           Arignar Anna Govt.Arts & Science College, Thiruvalluvar University- 2007
Personal Profile:

Date of Birth                         05th March 1987

Marital Status

      Married

Languages Known 
      English and Tamil

Declaration:

I hereby declare that the above mentioned details are true to the best of my knowledge and belief.
Station: Chennai


                                                                     Yours Sincerely

Date    : 
