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Objective
To obtain a challenging position in a reputed organization that provides a learning environment to enhance my skills towards the attainment of continuous growth and advancement. To become a successful and renowned HR and IR professional in the Management field.                                                                                                          
Summary of Experience & Skills
· Over 10 years having experience in the manufacturing sector, Hospitality, Entertainments, Textiles industry handling Payroll activities, statutory compliances & all administrative activities. Fast learner and positive team player with good communication and interpersonal skills. Proven ability to complete an assignment within a given time frame. Sincere & committed, can adapt to the work ethics of an organization.
· Well-versed with employee welfare statutes/regulations like PF, ESI.
· Liaised with various government bodies like Corporation, Labour Dept., Liaison with various government bodies (i.e. Corp., Labour Dept., Inspector of Factories PF & ESI etc) 
Educational qualification 
    B.S.C (Geology -2003-2006), V.O.C College, Tuticorin
                Manoon Maniyam University, Thirunelveli, Tamilnadu.   
    PGDLA,(Post Graduate Diploma in Labour Administration) 
             (2008-2009) Tamilnadu Institute of Labour Studies, 
                Madras University, Chennai, Tamil nadu.  
    M.A., (Human Rights & Duties Education -Pursuing IInd Year, 
                Madras University, Chennai, Tamil nadu.) 
Organizational Experience
·  Worked as an Assistant Personnel Officer From Dec 2005-Aug 2007.
· MPL Automobiles Agency Pvt Ltd., ( Car Dealer of Mahindra & Mahindra ). Worked as Executive - HR From Sep 2007 to 30th June 2009. 
· MPL Motors Pvt Ltd.,(Car Dealer of Mahindra & Mahindra). Worked as Sr.Executive – HR 
From Sep 2007- March 2011.
· Linkup Textiles Limited, Worked as Sr.Executive - HR 
From April 2011 to December 2011
· ., Worked as Corporate Manager - HR (9 Branches in India) 
From December 2011 – to 8th May 2016.
Professional Caliber as a HR Generalist
HR Activities
Recruitment
· Preparation of Hiring & Joining Report On Weekly Basis.
· Preparation of Attrition Report on Weekly Basis.
· Preparation of Recruiter’s Performance Report on Weekly Basis.
· Weekly Analysis on Requirements and Recruiter’s Performance.
· Use Naukri and other Job Portals to Get the Data of the Candidates.
· Telephonic Interview Round of the Candidates and Schedule their 1st Round Interview.
· Initial Round Interview for all Level Candidates.
· Follow Up with the Manager’s for Shortlisted Candidates 2nd Round Interview.
· Feedback Take from all the Candidates After the Interview.
· Negotiate with salary part and issuing Offer Letter to Selected Candidates.
Induction
·  Designing the Induction program and conducting the same for new recruits at all levels. Induction program includes, Joining Formalities, Company Profile Introduction to all departments and Explaining company policies and procedures
 Training and Development
· Identifying the training needs of the employees. Coordinating with the trainers (Internal           
as well as External) for carrying out the necessary training programs to improve or 
enhance the skill of employees. Maintaining training card and taking feedback from 
Employees on a regular basis to know the effectiveness of the training program.
      Statutory Compliance
· Filling the various Returns on monthly, half yearly, and yearly (PF, ESI,) on time.
· Preparation and Maintenance of various statutory registers under the Factories Act 
· Renewal of Registration & Annual returns under the Factories Act.
       Wage and Salary Administration
· Ensure employee attendance details uploaded in System.
· Processing the salary.
· Documentation of all the payroll records.
· Sending the salary statement for bank transfer.
        Time Management
· Maintaining Attendance Register.   
· Maintaining the leave cards.
· Maintaining the Leave Applications
 Personal Files
· Audit and upkeep of all Personal Files.
· The database of all the Employees is available and complete in all respects.
· HRIS to be maintained.
Employee Relations
· Handling all kinds of employee’s queries and complaints. Confirmation Appraisals of employees and feedback sessions with Managers to know the performance of the group. Keeping track of employee’s activities in terms of confirmation, promotion, transfer and their separation. Updating the employees from time to time about the company policies and changes if there is any.

 Employee Welfare
· Carrying out various kinds of welfare activities to boost employee’s morale. Organising various events like staff party, birthday celebration, and reward and recognition program for employees benefit.
Buyers Audit 
· Have been handled Tesco & Cisco audit pertaining to HR/Compliance department during the service of Linkup Textiles Ltd 
Administrative Activities
· Preparing of annual budget for the purchase of Stationeries, Housekeeping Materials, First Aid Medicines and getting approval from the top management.
· Negotiation and finalization of rate for the maintenance of house keeping and industrial cleaning
· Finalization of canteen vendor for the supply of quality food
· Security Administration
· Office Administration.
· Transport Administration
· Effective implementation of Travel Policy
· Liasoning with local bodies like Panchayat President, Police Department Officials, Revenue Inspector, Representatives of Neighbour-hoods
 Personal details      
Date of birth

:         21/05/1984
 Languages Known
:
English,Tamil & Malayalam
 Marital status

:
Married
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