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    To seek challenging career opportunity where my skills are effectively used for both the

development of company and my career.
SUMMARY OF QUALIFICATIONS 
Young, energetic and result oriented professional with a total experience of 5+ years in major dimensions as HR Generalist, Payroll Process, Admin, basic accounting and Office Secretary Functions.
CAREER HISTORY
     A] 
Name of the Company
  
  :  Shenglong Bio Tech India Pvt Ltd - MNC
        
Tenure



  :  From March 2015 to November 2017 
        
Designation


  :  Sr. Executive – HR & Admin
 Responsible for the full employee life cycle from recruitment, Induction to exit, and for providing full 

 Administrative support to the HR Manger and Officers and also involved the day-to-day operations of the HR functions and duties.
Manpower Planning and recruitment:
· Handling recruitment activities and staffing.

· Identification of various channels for sourcing the recruitment.

· Preparing the recruitment calendar with all the position & their target date of hiring.
· Managing End to end recruitment through job sites, walk ins, referrals, advertisement,
 Out station hiring & head hunting for senior profiles. 
· Hiring as per the budgeted Headcount to ensure maximum revenue to the business.
· Follow up with the candidate till he/she joins the company.
On boarding & Orientation Program:
Induction of new joiners followed by all the joining formalities like employment forms, Pf, ESI forms and collecting all the relevant documents to open a new employee record. And also explaining the employee regarding offer, salary details and other HR matters related employment activities.
HR operations:
· Conducting employment and background verification check of new employee.

· Issuing Offer letter, Appointment letter, confirmation letter, Transfer letter, Appraisal letter, warning letter (disciplinary action) when as required.

· Maintain employee records up-to-date by processing employee status changes HRIS in a timely manner.

· Personal File maintenance for all employees. (Soft copy & Hard copy)
· Arranging ID Cards, Official mail id, Salary Account opening to the newly joined staffs.
· Processing employees Group medi claim policy and insurance policy and also assist to employees for insurance claim process. 
Prepare the staff performance appraisal and distribute it to the department on time and follow up with them to finish ahead of time.
· Probation to confirmation process.
· Preparing training calendar and organize the training program on time. 
· Employee’s engagement activities – Arranging and participating Birthday celebration, fun events etc.
· Employees Grievances handling
Payroll Management:

· End to end Payroll processing of all employees. (Permanent and Contract)
· Check and verify employee leave and attendance.
· Salary administration and prepare the attendance sheets after confirming with the departments head.
· The final payroll sheet forward to finance department for make the payment.
· Handling payroll related issues.
Statutory Compliances: 
· PF, ESI, PT, Company Tax payment process on time.

Exit Formalities:

· Taking care of separation formalities.
· Issuing NOC, Relieving and Experience Certificates for relieved employees.
Administrative functions: 
· Provide clerical and administrative support to HR & Admin Manager.
· Coordinate with PRO renewal of visa, resident card and employee’s contract for foreign staff.
· Timely renewal for employee’s contract letter.
· Prepare the invoice and make the payment process.

·  Collect the quotation from different vendors for purchase the office equipment product.
· Maintain the vendor list and update the vendor list as on time.

· Booking flight ticket & Hotel Rooms arrangement.
· Office Car & driver management.
·  Supervising Office Assistant, Security, drivers & Office housemaids.
B]    Name of the Company

:  Shriram Transport Finance Company Limited 
        Tenure



:  From June 2012 to January 2015
        Designation


:  Junior Executive – HR cum Office Secretary
Roles and Responsibilities:

· Responsible for all human resource and office secretary activities for the company.

· Taking care of Pre and Post Recruitment Process.
· On boarding formalities (explain the company policy and update the employee records in HRMS.
· Coordinating Induction training programme of the newly joined employees.
· Support to Head Office regarding Attendance, Salary process, HR documentation process.
· Employee’s separation procedure follows up.
· Taking care of Office Secretary and Admin Activities.
· Organize and Schedule meetings and appointments.
· Produce and distribute correspondence memos, letters and forms.
· Managing Office supplies stock and placing orders.

· Preparing regular financial and administrative reports.

· Maintain and update company database.

· Update office polices as needed.
· Hotel booking for Annual Meeting and special arrangement.
· Arrange travel and accommodation.
· Sourcing more new vendors for cheap and best service.
· Controlling basic accounting functions such as checking invoices and making deposits.
· Managing petty cash.
· Monitoring ordering inventory of office supplies.
· Contract employee’s salary process and contract renewal on time.
· Answer queries by employees and clients
·  Office Asset maintenance. (Such as AC, Systems, chairs and Tables )
· Time Keeping Management & Other Admin Work
· Develop and maintain filing system.

· Monthly basis Submit and reconcile expense reports.
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credentials 


	Examination
Passed
	Institution
	University
	Medium
	Year of Passing
	Percentage of marks

	MBA                 (HR & Marketing)
	Nehru College of Management  (B – School)
	Bharathiyar  University
	English
	2012
	70%

	BBA
	Sadakathullah Appa College 
	MS University
	English
	2010
	69%
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  Computer Proficiency
· Expertise in MS OFFICE (Ms Word, Ms Excel, Ms PowerPoint), Ms Outlook.

· OPERATING SYSTEM: Windows Xp, Windows 7 and Windows 8. 

· ERP Payroll Software, ESSL & Cosic Bio matrix software.
personal details 

Date of Birth              
  
: 3rd July 1989

Gender                          

: Male

Nationality                  
  
: Indian

Marital Status                           : Married

Visa Details
      
            : UAE Tourist Visa Single Long – 3 Months
Languages known
           : English and Tamil
declaration 

I hereby declare that above information furnished by me is true to the best of my knowledge and belief. I assure that I will do my best in the module.
Place:                                                                      
Date:                  
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