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HUMAN RESOURCES GENERALIST
Profile summary:

A growth-oriented and highly talented HR - Generalist with 20 + years of a strong experience in all gamut of HR, General Admin & Purchase, Training& Development, Performance Management, Designing HR Policies & Procedures, Planning and Budgeting. 

HR SKILLS
	· HR Department Startup

· HR Policies & Procedures

· Employee Orientation & On-Boarding

· Pay-roll administration

· Performance Appraisal


	· Selection& Recruitment

· Employee Relation

· Training & Development

· Statutory Compliance

· Compensation& Benefits

· Employee Motivation


	· Reward & Recognition

· Employee Retention

· Employee Engagement

· Employee Counseling

· Disciplinary Procedures





GENERAL ADMIN& OTHER SKILLS
	· Facility Set-up

· Contract Negotiations

· Contract Administrations

· Confidential Records 


	· Facility Administration

· Budgeting

· Purchasing & Inspection

· Cost Effective & Reduction

· Annual Maintenance Contract


	· Vendor Management

· Liaising& Co-ordination

· Event Management


.
Personal Particulars

Date of Birth & Age
: 24-June-1965 / 49 years
Marital Status

: Married.  
Qualification

: 1 - Graduate in Corporate Secretary ship (1985), Madras University

  2 - PG Diploma in Personnel Management and Industrial Relations (1995), 
       Madras Productivity Council
Total Experience
: 24 years in the field of HR and Admin.
PROFESSIONAL EXPERIENCE

1. Since September 14 working as a Sr Manager HR in a Facilicty Management Organisation

2. Jan 2013 to August 14  worked in a LPO as Sr. Manager – HR & Admin

3. Feb 2008 to Jan 2013 - Sr. Manager (HR & Admin), Worldwide Logistics (Inida) Pvt Ltd, Chennai
4. Jul 2005 to Jan 2008 - Associate Manager (HR & Admin), Siemens Building Technologies Pvt  Ltd., Chennai
5. Jul 2004 to Jul 2005 – Asst. Manager (HR), Prolease India Pvt Ltd., Chennai
6. Jun 1999 to Jun 2004 - Senior Executive (HR & Admin), Accel Limited, Chennai
7. Jul 1995 to Jun 1999 - Junior Management Cadre (Personnel), Fishre Xomox Sanmar, Chennai
8. Sep 1991 to Jun 1994 - Sr. Assistant (Personnel), Chokhani International Limited, Chennai
9. Jun 1987 to Aug 1991 - Assistant, Patel Exports India Limited, Chennai

Current Job Profile

Develop and administering 800+ resources across India in the spectrum of HR Operations. Worked with senior management to create HR policies & procedure, recruit employees, create group benefits Schemes, Administrating Statutory Requirements ( PF, WSI, LWF etc). Administrating Insurance policies like Workmen Compensation and Group Personel Accident Insurance.  Manage personnel records. 
Achievements in Previous Employments
    Cenza Technologies Pvt Ltd:

· Ramp-up the resources strength from 215 to 380 within a year period.
· Introduced Employee Referral scheme and Recruited more than 200 employees
· Implemented new appraisal system
· Introduced various incentive systems and benefits
· Introduced Group Medical Scheme 
· Expanded the Chennai facility premises from 250 seated capacities to 500 seated capacities.
· Introduced  new purchase system by getting three different quotes from Vendor.
· Reduction of cost in All AMC’s 
    Worldwide Logistics (India) Pvt Ltd

· Regularized payment of bonus for the employees as per Payment of Bonus Act (Especially for the  resigned employees) 

· Streamline Employee Personal Records and the filing system

· Streamlined the payroll system and initiative and completed in-house payroll package.
· Introduced Electronic Attendance System in most of the branches

· Reduced Administration Expenses Pan India.


Siemens Building Technologies Ltd  (Earlier iMetrix India Pvt. Ltd)
· Streamlined the statutory regulations, Cleared backlog of  two years  PF Annual Returns.
· Employees Personal Filing System.

· Contract Labour Registration and implementation.
· Implemented Leave Encashment system  and remittance of PF on Leave Encashment.
· Opening salary account with ICICI Bank. 

Prolease India Pvt Limited.

· As an Account Holder handled nearly 4000 employees payroll and other statutory regulations.

· Contact touch with the customers and having good relations with them.

· Frequent Visit all the branches of the customers and meeting the employees for grievance handling. 

· Implemented new way of processing the payroll.  

ACCEL LIMITED
· Primarily responsible for recruitment for company’s expansion.

· Fulfilled all the Statutory regulations and EPF, ESI and other welfare measures .

· Implemented successful and systematic leave management.

· Finalized the reporting points and fitments for effective MIS                                                                                                                                                   

Fisher Xomox Sanmar Limited :

· Implemented systematic measures for wages distribution.

· Maintained the attendance and leave management successfully.

· Activated employee welfare schemes.

· Associated in maintaining absolute discipline in shop floor.

· Taken part in long term settlement

    Chokhani International Limited
· Implemented Electronic Time Punching clock Method.

· Initiated welfare schemes and safety measures.

· Co-ordinated in registration of Provident Fund.

Snippets
· Staunch believer in Team work and wish to lead from the front.

· Strong and quick decision maker.

· Natural Go-getter, achiever rather than performer.

· Passionate, energetic and people person.  

· Proficient in English, Tamil.

· Soft spoken
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