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	[ Master of Human Resource Management]
[ Pondicherry University ]
[ 2004 – 2006 ]

[ Bachelor of Computer Applications]     
[ Annai Violet College ]
[ 2001-2004 ]


	Profile SUMMARY

· A result oriented professional over 11.5 years of experience in HR and customized HRMS with Oracle.

· Functionally proficient in all aspects of HRMS and technically knowledgeable in HRMS modules, Core HR, Payroll, SSHR, Time & Labour, Advanced Benefits

· Experience in HRMS Application domain using technologies like Oracle 10g,TOAD,SQL/PL SQL, Visual Basic 6,Crystal report, Classic ASP 

· Completed 3 end to end life cycle implementation

· Led a team that supports and maintains HRMS for nearly 5 clients

PERSONAL INFO
DATE OF BIRTH:
23/09/1982
LOCATION:

VILLIVAKKAM, CHENNAI -49


	
	WORK EXPERIENCE
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	[INDIA PISTONS LIMITED]  [ASST. MANAGER]
[Dec 2016]–[ Dec 2019]

[BROADGATE TECHNICAL SERVICES]  [TEAM LEAD]
[Apr 2014]–[Nov 2016]

[INFOFACES INC] [ASST. MANAGER]
[Aug 2013]–[Mar 2014]

[BROADGATE TECHNICAL SERVICE] [FUNCTIONAL CONSULTANT]

[Jan 2007] – [Sep 2009]

[TVS LOGISTICS SERVICE LIMITED] [ASSOCIATE HR]

[Oct 2004] – [Dec 2006]



	
	
	KEY AREAS
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	HRMS [ Functional 70% : Technical 30% ]

· Core HR

· Absence & Leave Management

· Payroll

· Time and Labor

· Advance Benefits

· SSHR

· HRMS Technical Works

HR

· Recruitment

· Training and Development

· Attendance

· Payroll

· Statutory

· Employee Engagement

· MIS
· Entry To Exit




KEY RESPONSIBILITIES @ India Pistons Limited
HRMS

Core HR

· Work with the client to understand existing process analysis, defining requirements and designing solutions in HRMS

· Defining business entity, groups, jobs, position, grade, employee etc as per client requirement

· Defining complete Employee & payroll information

· Complete HRMS setup

· Doing the gap analysis and Provide technical guidance to the team and to fill it

· Completed full life cycle Payroll Implementation for client’s group companies. 

· Generating reports and developing modules in VB & SQL, crystal report designing and asp reports

· Customization & modification of existing functionalities & reports as per client requirement

Absence & Leave Management

· Defining functional roles of the organization

· Defining Leave structures & Leave names

· Set up Leave rules and policies

· Configuring the formula for deductions in payroll

· Creating shift master 

· Creating Roster weeks 

· Attaching the same to employees 

· Holiday master & compensation shift planning 

· Biometric attendance incorporation with Oracle and processing Live attendance

Payroll

· Defining pay groups and pay scales

· Configuring formulas for the payroll run

· Defining payments & payroll related information

· Updating consolidation sets 

· Maintaining employee history

· Calculating retro pay

· Processing payroll for different categories for nearly 5 clients

· Configuration of Income Tax & other statutory deductions and reports

· Generating Pre & post payroll reports

· Generating Payslips 

· Managing and maintaining of existing application/ employee records in the payroll system including corrections 

· Payroll Preparation activities including input into the payroll system all changes to employee information that affects employee income, deductions, taxation and payment distribution, including accrual and carry over process.

· Managing and processing all allowances, benefits and deductions. 

· Checking for accuracy & reconciliation.

· Preparation of after payroll and statutory reports as per schedule

· Posting Payroll data to Finance Module through invoice postings

Advance Benefits

· Defining different types of Benefit plans including insurance, reimbursements (Petrol & Medical)

· Defining life events

· Configuring eligibility & enrollment for Benefits

· Configuring rates for the benefits

SSHR

· Configuring managers and Employees SSHR

· Attaching employee’s hierarchy


· Defining new user registration & Privilege access to certain employees

· Enable access to personal data, statutory & other forms and reports related to attendance to payroll

· Reviewing and addressing queries from the end users

HRMS Techno

· Work along with Team to Configure Data Base & tables, functions procedures in Oracle

· Coordinate with code witting, report development and Bug fixing activities in modules while development (SQL,PL SQL, asp, VB & crystal reports)

· Can do Testing during Pre-production activities

· Writing Formulas & flows for process

· Biometric attendance incorporation with Oracle and processing Live attendance

· Finance Invoice posting integration

· Responsible for Data backups & recovery

· Complete implementation from scratch to LIVE
HR ROLE

Recruitment
· Sourcing, scheduling and coordinating the interviews

· CTC preparation, offer letter, medical checkup letter issuance

· Induction and joining formalities including appointment order and other formalities

· Employee master creation in database and Biometric attendance 

Attendance

· Maintaining attendance of every employee in HRMS software

· Addressing issues relating to employee attendance

· All kind of present, absent,late and other trend reports generation 

Payroll
· Payroll processing for the entire organization nearly 1600+ employees

· Incentive processing

· Bonus process

· Income tax Process

· Over Time Process

· Reimbursement Process

Statutory
· Monthly PF and ESI reports generation and uploads

· All other kind of statutory reports

Employee Engagement

· Conducting Women Committee meeting monthly 

· Festival and other activities planning and coordination. 

MIS

· Shift wise, department wise present, absent, IOT & GOT other reports

· Generation of Reports related to comparison monthly, yearly 

· Reconciliation report on salary, bonus etc

· Manpower report

· Manpower Cost report

· Generating all kinds of HRIS reports through system

KEY RESPONSIBILITIES @ InfoFaces
· Handling complete recruitment cycle

· Employees On board formalities

· Monthly payroll processing

· PF,ESI & PT payment

· Performance appraisal

· Employees exit formalities

· HR Policy formation

· Time & attendance & Leave

· MIS

· Monthly birthday celebration, festival & annual day celebration

· General administration

· Incharge of purchasing including vendor identify, negotiation

· Handling accounts including payments, petty cashPlaying Lead HR role

KEY RESPONSIBILITIES @ BTS (India Pistons Limited)
· Managed Payroll and Time Office Administration departments, to ensure accurate timesheet entry for payroll and costing, for over 2500 employees.

· Ensured accurate calculation and processing of annual bonuses and ex-gratia for the  entire organization.

· Handled Incentive process for Staff & Workers and slip generation.

· Ensured timely process of IOT & GOT wages of workers and reports generation.

· Ensured accurate calculation and processing of IT projection, IT calculation, investments and Form16 generation.

· Prepared monthly and yearly PF (Form 3A, 6), ESI (Form 5&7), PT and other statutory  & wages reports.

· Handled escalations regarding payroll and time administration, providing direction to staff, resolving conflict with professionalism and tact.

· Developed processes to maintain a comprehensive HRIS to assist management and executives in decision-making activities.

· Consulted with clients to determine data requirements, business needs and created custom reporting to meet the client’s business needs.

KEY RESPONSIBILITIES @ TVS Logistics
· Supported to Recruitment team that include joining formalities, documents verification and issuance of Offer, appointment order, ID card, Induction arrangements and employees database creation.

· Ensured timely completion of annual & probation performance appraisal system and Increment process.

· Handled attendance and leave system manually and updated the same for payroll processing.

· Processed payroll of 1500 employees, including database creation, updation, wage increase and provided customer service and respond in a timely manner to employees payroll related issues and inquiries.

· Processed incentive and variable pay for 1500 employees.

· Determined and standardized full and final settlement of employees, including settlement of accounts, conducting exit interview and ensured proper documentation were issued.

· Prepared and compiled data for MIS on recruitment and payroll.

· Maintained statutory registers that include Form M, Form K, Form N and Form J.

· Handled reimbursements (Med, LTA & Fuel) payments and welfare activities like birthday celebration, canteen management.

· Created employees files and ensured employee records are properly maintained.

· Has been the SPOC for Employee Grievance and Queries
























