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Overview
HR professional with 3 years of experience in Human Resource, Over all 5 years experience and General Administration who aims to carve a path for success in Human Resource Management by perpetual learning and growth with a view to accomplish organizational and professional goals.
Skill summary
	Welfare Measures
Employee Engagement
General Administration
	Training & Development
Recruitment &Manpower Budget
Employee relation
	Statutory Compliances    
Contract Labour Management
Time Office Management
ISO 9001-2015 (QMS) 

	


education
St Mary’s College (Autonomous), Tuticorin, Tamil Nadu – 628 001
B.sc-Botany

Madras University, Chennai, Tamil Nadu – 600005
MBA- Human Resource (Pursue)
Professional Experience

Previous Organization: - M/s Blue Dart Express, Tuticorin, From Feb - 2017 to June - 2019.
Designation: - Senior Counter Staff – Operations.

· Greeting customers as when they enter the store.
· Understanding the customer requirement and specification
· Solving the customers complaints and issues
· Ensure the customer is satisfied with the services.
· offering excellent customer service and customer satisfaction.
· Adhering all the rules and regulation if the organization.
· Employee reimbursement check and submit to accounts department
· Ensure the quality of procurement of employee welfare items like shoe, uniform, etc.,
· Monitoring Housekeeping time sheet.
· Responsible & handled for security Office and Management.
· Ensuring and monitoring House Keeping service to meet the organizational requirements.



Previous Organization: - M/s Ramesh Flowers Pvt Ltd, (Manufacturing Company) Tuticorin, From Sep - 2019 to May - 2020.

Designation: - Executive – MS.

· Administration of welfare measures such as transport, Canteen, restrooms, lockers, and etc. 
· Manage all courier related tasks and prepare the waybill and submit to dispatch section.
· Raise the Pickup scheduled to the courier company.
· Generate Eway-Bill and Bill of entry based on the shipment value.
· Coordinate with customs for the import shipment duty related queries.
· Ensure the quality of procurement of employee welfare items like shoe, uniform, etc.,
· Attending interpersonal issues arising at work place & initiating motivational activities.
· Ensuring and monitoring House Keeping service to meet the organizational requirements.
· Responsible & handled for security Office and Management.
· Responsible &Handled for Canteen Management.
· Maintaining Employee personal file with all relevant records.
· Bank account opening, ID card issuing etc.
· Monitoring Housekeeping time sheet.
· Monitoring Contract time card on time.
· Single point of contact for the vendor for payment, resolving queries etc.,
· Planning, organizing and executing Engagement activities keeping in view the interests and talents of associates in the organization.
· Reporting and suggesting the management to take appropriate actions based on the employee’s pulse.
· Conduct Festival celebrations, Safety Day, Birthday celebrations, Annual Sports activities, etc.
· Played pivotal role in design, implementation of suggestion scheme and playing significant role in carrying out suggestion scheme successfully by engaging workmen to provide 5 suggestions per month.


Present Organization: - M/s Vitalcore Industrials Pvt Ltd. Vettuvankeni, Chennai – 600115 From June 2022 to till date.

Designation: - Executive– HR&Admin.

Core Competencies & Responsibilities
Statutory Compliances:

A) Factories Act, 1948:- 
· Half Yearly return (form 21), Annual Return (form 22), Compliances to through DISH Portal.
· Maintain Inspection Book and action on instructions of factory inspector
· Updating of Muster-cum-wage Register, Leave with Wage Register
· Calculation of Annual Leaves and preparation of Leave Cards.
· Handled inspection with factory inspector and compliances against his remarks 

B) PF Act, 1952:-
· PF claim settlements – Form 19 & 10-C 
· Loan/Advance from the PF (form 31)
· Maintain PF Register.
· Handled PF Inspection and compliances against his remarks
· Online PF Transfer Claims 

C) ESIC Act, 1948:-

· Generating Temporary Identification Certificate  
· Maintaining Accident Register (Form 11)
· Maintaining ESIC Inspection Book

    D) Other Legal Compliances 
· Annual Bonus Calculation. Maintain Record in Form C, Form D – Annual Return as per Bonus Act.
· W.C. Policy
· Filling such forms, F-Nomination, I-Application for Gratuity, Calculation of Gratuity 
· Calculation and Fixation of Basic & DA as per Minimum Wages Act, 1948 according to Skilled, Semi-skilled and Unskilled.
· Submission of Return of LWF (form A), calculate contribution.  
· Maintaining Statutory Registers.


E) Contract Labour (R&A) Act, 1970


· Contract agreement (considering terms & conditions)
· Preparation and Submission of documents to Registering Certificate such as, Registration Form-1, 
· RC Renewal and Updating, 
· RC updating (Addition / Deletion of contractor)
· Conduction of Quartly Audit for contractors
· Maintain registers and record of all contractors
· Handled Inspection with labour officer and compliances against his remarks

Time Office Management


· Prepare attendance input sheet after collecting attendance from respective Dept Head.
· Co-ordinate with site in charge for obtain timely attendance from site every month.
· Calculation of Over Time.
· Calculation of Annual Leave with wages.
· Compiling of Attendance and give LOP details for payroll process.
· Monitor time sheet of employees.
· Manage the overall leave system as per policy.
· Leave calculation for resigned employees for leave encashment and final settlement.

Recruitment& Selection

· Planning human resource requirements in consultation with heads of different functional & operational areas and conducting selection interviews.
· Assisting all departments in designing key result areas for management staff.
· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements.
· Conducting & Coordinating Induction program 

Training and Development 

· ISO 9001 – 2015 documentation activity.
· Object and Target of HR
· Preparing Organization Chart time to time change.
· Overseeing competency mapping exercise as well as handling role analysis.
· Identifying training needs across levels through mapping of skills required for different roles and analysis of the existing level of competencies.
· Assessing the training programs to redesign and conceptualize for improved productivity, building capability and quality enhancement.

Employee Engagement:

· Planning, organizing and executing Engagement activities keeping in view the interests and talents of associates in the organization.
· Reporting and suggesting the management to take appropriate actions based on the employee’s pulse.
· Conduct Festival celebrations, Safety Day, Birthday celebrations, Annual Sports activities, etc.
· Played pivotal role in design, implementation of suggestion scheme and playing significant role in carrying out suggestion scheme successfully by engaging workmen to provide 5 suggestions per month.
· Organized various fun activities at work and events in difference forms.

Employee Relations:

· Maintaining a healthy and productive working environment by adapting sound employee relation practices.
· Ensuring prompt & timely resolution of employee grievances and maintaining cordial employee relations.
· Interact with the employees on a day-to-day basis to build rapport and confidence.
· Conducting one to one interaction with the employees and take the inputs and strive to improve with the help of senior management.
· Grievance-handling related to statutory compliances, working conditions, payrolls, appraisals, discipline and working relationships.

General Administration:

· Administration of welfare measures such as transport, Canteen, restrooms, lockers, and etc. 
· Ensure the quality of procurement of employee welfare items like shoe, uniform, etc.,
· Attending interpersonal issues arising at work place & initiating motivational activities.
· Ensuring and monitoring House Keeping service to meet the organizational requirements.
· Responsible & handled for security Office and Management.
· Responsible &Handled for Canteen Management.
· Maintaining Employee personal file with all relevant records.
· Bank account opening, ID card issuing etc.
· Monitoring Housekeeping time sheet.
· Monitoring Contract time card on time.
· Single point of contact for the vendor for payment, resolving queries etc.,

Achievements
· I have set up the format to handling employees personal file management for 200+. 
· Effectively handled all employee related issues and cleared in the bud itself to ensure better employee satisfaction at various levels. 
· Developed good rapport with the workers to sense the pulse of the employees.
· Handled all employee related grievances from time to time and ensured smooth functioning.



Personal Details
Father Name		: Mr. C. Thiyagarajan
Date of Birth       	: 26-May-1995
Marital Status		: Married
Permanent Address	: #41 G, Alagesapuram,2nd Street, Tuticorin – 628002
Present Address           : # 13/B A5, Rohini Apartment, Moovarasampet Main Road,                                                                                                  Madipakkam,Chennai - 600091
Languages Known        : English & Tamil.


Date:                                                                                                                    
                                                                                                                              Yours Sincerely
                                                                                                                                  
                                                                                                                              
                                                                                                                                 Marieswari Place: 
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