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HUMAN RESOURCE MANAGEMENT & ADMINISTRATION PROFESSIONAL 

HR Business Partner with over 10+ years of comprehensive experience with specialization in managing Personnel Management and Administrative Functions in Manufacturing and Service industries
Targeting assignments in Human Resource Management / Administration with an organization of repute 

Professional Synopsis

· Expertise in developing & implementing HR functions that build employee value & promote a culture of performance

· Skilled in managing full range of HR services to support the overall business strategy of the company 

· Proficient in managing the entire gamut of general administrative functions such as Facility Management (Canteen, Housekeeping, AMCs, Vendor Management, Transportation), Security Management & General Facility Maintenance

· Strong exposure of liaising with State & Central Government Departments, Financial Institutions, Insurance Companies, Statutory Bodies and Regulatory Authorities

· Self-starter & flexible with excellent communication, relationship management, negotiation, analytical & problem solving skills

Skill Set
HR Operations Management
 
Employee Database Management
Talent Acquisition & Management

Payroll Management

 
Training & Induction 

Contractual Labour Management

Time Office Management
 

Employee Relations & Welfare
 Statutory Compliance

Govt. Liaison


 
Licenses, Registration & Renewals
Asset Management

Transportation & Housekeeping 

Security Management 

Cost Control

Work Experience

Sep'15 - Sep’18: SNJ Synthetics Ltd., Hyderabad as Dy. Manager - HR

Limited Company established at Hyderabad, India has a standing of 25 years in the manufacture of Thermoplastics.

Role: 

· Administering the entire gamut of HR matters for 150 on-roll staff & 250 contract labour, including recruitment, joining & on boarding, personnel database management, employee grievance management, discipline and exit management

· Recruiting across levels and for different business life cycles, involving execution of recruitment campaigns, sourcing & screening profiles and mobilization of selected candidates; ensuring adherence to departmental budget & salary scale

· Preparing & maintaining database and MIS related to Recruitment, Payroll and Training Functions 

· Managing Time Office Function and Payroll Services, including opening of Bank Accounts & Salary Transfers

· Administering all statutory related matters such as PF, PT and filing Annual Returns, Shops and Establishment through related with govt. & non-govt. departments; obtaining necessary licenses & approvals from government agencies 

· Promptly resolving employees’ grievances, clarification on pay perks and taxes

Aug’10 - Aug'15: Time Technoplast Ltd., Hyderabad as Assistant Manager (Personnel & Administration)

A multi-national conglomerate involved in manufacturing of polymer products, with operations spanning across Bahrain, Belgium, China, Egypt, Indonesia, India, Korea, Malaysia, Poland, Romania, Singapore, Sharjah, Taiwan, Thailand & Vietnam
Role: 

· Administering the entire gamut of HR matters for 60 on-roll staff & 150 contract labour, including recruitment, joining & on boarding, personnel database management, employee grievance management, discipline and exit management

· Recruiting across levels and for different business life cycles, involving execution of recruitment campaigns, sourcing & screening profiles and mobilization of selected candidates; ensuring adherence to departmental budget & salary scale

· Preparing & maintaining database and MIS related to Recruitment, Payroll and Training Functions 

· Managing Time Office Function and Payroll Services, including opening of Bank Accounts & Salary Transfers

· Administering all statutory related matters such as PF, PT and filing Annual Returns, Shops and Establishment through related with govt. & non-govt. departments; obtaining necessary licenses & approvals from government agencies 

· Promptly resolving employees’ grievances, clarification on pay perks and taxes

Nov’07 – Aug’10: Sri Group of Companies, Kakinada as Administration Manager

Manpower consultant pioneering in Headhunting and HR Solutions
Role:

· Designed and executed employment forums across colleges / ITI institutions for mass recruitments

· Monitored the entire gamut of administration functions, including back-end operations, logistics, travel, safety & security & keeping track of other important information

· Successfully managed cash transactions, land acquisition and vendor registrations 

· Developed and maintained MIS reports for Branch Office

· Managed various statutory matters such as acquisition of Central & State Government licenses, filing of various claims with Insurance companies, adherence to company law rules & regulations and so on

· Delivered process trainings for Relationship Managers to help them complete their targets

Jun’03 – Oct’07: Sai Krupa Agencies (Franchisee of Reliance Communications), Kakinada as Sr. Executive - Administration

Leading service provider of CDMA and Internet services
Role:

· Administered HR matters for 25 on-roll staff 
· Contributed to recruitment process involving receiving & screening CVs, scheduling preliminary interviews and maintaining backup of soft copies & and hard copies of CVs

· Provided support for Time Office and Payroll services, including opening of Bank Accounts and salary transfers

· Promptly resolved employees’ grievances such as harassment of women during shifts, clarification on pay perks and any other issues related to regularization of services with vendors

· Undertook assessment of training and development needs of employees 

Previous Work Experience

May’00 – Jun’03: Brilliant Computer Center, Kakinada as Administrator

Leading Training Center in Computer Education
Role: Staff Recruitment, Database Management, Payroll Coordination and Housekeeping & Administration

Jun’88 – Apr’00: Monika Beverages (Priya Packaged Drinking Water), Mukkamala, Tanuku as Administration Executive

Leading company involved in manufacturing of Packaged Drinking Water under the brand “Priya Packaged Drinking Water”
Role: Employee Recruitment, Factory Administration, Govt. Liaison and Statutory Compliance

Education

· Master of Business Administration (HR) from Sikkim Manipal University in 2013

· Bachelor of Computer Applications from Madras University in 2002 

IT Skills

Office Tools:    

MS Office (Access, Word & PowerPoint)

DBMS:     

FoxPro

Languages:     

BASIC, COBOL, FORTRAN, PASCAL, C


Accounting Packages:    
Excel, Tally


Operating System:     
MS DOS, Windows 95/98

Personal Details

Date of Birth:

25th August 1969

Languages Known:
English, Hindi, Telugu and Tamil
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E-Mail:  � HYPERLINK "mailto:srinivas.384040@2freemail.com" �srinivas.384040@2freemail.com�  















