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  Ranjith 
Email: ranjith.382529@2freemail.com 
Profile 

Flexible and versatile – able to maintain a sense of humor under pressure, thrive in deadline-driven environments. Good in training others in area of expertise. 

Skills Summary

	· Accounting Bills
· Invoice preparation
· Payroll Administration 

· Appraisal Management


	· Time Office  Management
· Bill follow up
· Cash Maintenance

	· Welfare Administration
· Statutory Compliance

· Training and Development

· Professional Presentations


Professional Experience

ACCOUNTENANCE/ADMINISTRATION / HR/EMPLOYEE RELATIONS: 

M/S. KOTHARI PETROCHEMICALS,

Manali, Chennai.
November 2014 – 31-03-2018
Roles: Sr. Executive
Job Responsibilities
· Contractors  Invoice checking, Booing for ERP
· Accounts Bill follow up, Invoice preparation
· Administrative  Activities at all levels
HR  functions

Recruitment and placement activities

Taking care of Induction Programs.

Effective participation in Policy formulation & Policy administration

Training need identification and organizing training programs
Evaluate the effectiveness of Training and Development

Time office management.

Maintenance of personnel records

Performance appraisal system

MIS report generation

Training Module preparation and coordination

Liaison with union office bearer.
Handling Employees grievance.
Generating statutory reports - PF, ESI,  etc to the Finance Dept.

Handling Exit Interview formalities.

Full and final Settlement preparations.
Salary and Wages

· Pay roll preparation and administration control.

· Effective utilization of ERP systems in HR Department for payroll.

· OT and Night shift verification for payroll.

· pay roll processing in excel and ERP software.

· Getting final approval and  coordinating with accounts department for salary distribution.

Statutory functions

· Liaison  with Inspector of Factories, Preparation & Submitting Returns 

· Liaison with PF office and  recovery, remittance and returns submission

· Liaison with ESI office and recovery, remittance and returns submission

· Liaison with Local panchayat for Profession tax , Property Tax and D&O license.

· Employees Personal Taxation – Computation & recovery of Income tax , preparation of Form 24 and Form 16

Welfare functions

· Maintenance of Occupational Health Centre

· Administration of canteen.

· Coordination with canteen committee & Safety committee. 

· Coordination with premedical and periodical medical examination   

· Transport administration 

· Mediclaim and personal accident insurance claims

· Tour arrangements

· Coordination with mock drill conducting and report preparation. 

· Security management
Contract Labor Management
· Annual contract license renewal and updating.

· Annual contract agreement renewal.

· Monthly contract man power attendance checking and verification.

· Monthly Contract bill clearance through ERP system.

· Payment preparation for contract labors.

· Ensuring statutory documents for contract labor management.

Administrative functions

· Coordination with Government departments 

· Budget preparation and monitoring

· Bill processing and certification

· Security Records verification and certification

· Monitoring the services of housekeeping and Greenery developments

· Asset register maintenance (Canteen utensils and furniture account)

· Office equipment maintenance

· Coordinating public relation activities

· QMS and EMS related documents preparation and maintenance.

· Effective utilization of ERP system in HR Department
Previous Experience 

ADMINISTARTION/HR / EMPLOYEE RELATIONS: 

SREE AMBIKA SUGARS LTD
Locations: Pennadam, cuddalore.
June  2011 – October  2014.

Roles: Senior Executive - HR

· Maintenance of employee database.
· Maintaining /Updating Leave Records . 

· Record, maintain and monitor attendance to ensure employee punctuality
· Conduct employee orientation and facilitate new comers joining formalities Maintain and regularly update master database (personal file, personal database) of each employee.
· Resolve grievances or queries that any of the employees have. Escalate to the right level depending on the nature of the grievance or issue. 

· Conduct exit interviews for employees and record them accordingly.
· Engage with employees on a regular basis to understand the motivation levels of people in the organization
· Prepare & process timely distribution of Salary, bonus, Salary slip.
· Maintaining Statutory Records.
· Daily Attendance Tracking(TAS).
· Attendance Closing for Payroll.
· Conducting various welfare activities.
· Handling all the queries of the employees. Be it related to Salary, Leaves, Attendance, and Transfer etc.
Previous Experience 

ADMINISTRATION / EMPLOYEE RELATIONS: 

ANUGRAHA FASHION MILLS PRIVATE LTD

Locations: Karuvambalayam, Tirupur.
June  2006 –  May  2009.

Roles: Executive - HR

Job Responsibilities

· HR and Administration Activities at all levels
HR  functions

Manpower Planning and Recruitment.

· Liaison with all district employment Officer.

· Consultant Management.

Salary and Wages

· Pay roll preparation and administration control.

· Getting final approval and coordinating with accounts department for salary distribution.

Statutory functions

· Liaison  with Inspector of S & E, Preparation & Submitting Returns 

· Liaison with PF office and  recovery, remittance and returns submission

· Liaison with ESI office and recovery, remittance and returns submission

· Liaison with Local panchayat for Profession tax , Labor Welfare Fund.

Welfare functions

· Mediclaim and personal accident insurance claims.

· Rewards & Recognition.
· Vehicles Movements in staff and Executives 
MIS Presentation

· HRMIS Presentation.

· Corporate MIS presentation.
Education details:

University: Bharathiyar Universivy

College : Shankara college of Arts and Science ,Coimbatore.
Degree: Master of Business Administration - HR
2002-2004
University: Bharathidasan  University 
College : Sree Venkatashwara College Arts and Science  ,Peravurani
Degree: Bachelor of Commerce 

1999- 2001
Computer skills:

	Word Processor
	: MS-Word

	SpreadSheet Solution
	: MS-Excel

	Presentation Solution
	: MS-PowerPoint

	Programing Languages
	: C, C++, JAVA

	
	


Personal profile:

	Date of Birth
	: 17th May 1979

	Gender
	: Male

	Marital Status
	: Married

	Languages Known


	: English, Tamil (Read 

 Write and Speak)

	
	  


