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OBJECTIVE
	
A position as an active employee, involving responsibility and working with others as a team member to achieve advancement and growth for the company.

Experience History

	Duration
	Organization
	Designation

	Jan 2015 to Jan 2018
	PYRAMIDION SOLUTIONS
	HR - ADMIN


	Nov 2012 to Dec 2014
	CARONA INDUSTRIES (P) LTD

	HR - OFFICER

	Jan 2010 to Oct 2012
	VIRTU TECHNOLOGY

	HR - EXECUTIVE



PROFESSIONAL EXPERIENCE 

PYRAMIDION SOLUTIONS, NO 42 MKM CHMABERS, 5TH FLOOR, KODAMBAKKAM HIGH RD, TIRUMURTHI NAGAR, NUNGAMBAKKAM, CHENNAI 600034
Jan 2015 – Jan 2018
HR-ADMIN
· Thorough at maintaining the principles and procedures of public human resources administration.
· Specialize in recruitment and Training programs of employees.
· Honest ability to maintain confidentiality of work records.
· My greatest asset is I am confident in my abilities to perform any HR recruiter position you may have.
· Work in a confidential highly responsive relationship with management
· Prepare letters, presentations reports
· Responsible to establish, maintain revise departmental files
· Responsible to receive prioritize telephone calls, business visitors, and incoming mail
· Route mail inquiries to proper personnel
· Maintain calendars, schedule appointments
· Arrange departmental meetings/conferences
· Coordinate travel for departmental personnel
· Prepare materials for departmental meetings
· Ensure meetings are prepared in advance with any telecom, video-conference or net-meetings are set up as required
· Provides job candidates by screening, interviewing, and testing applicants; notifying existing staff of internal opportunities; maintaining personnel records; obtaining temporary staff from agencies.
· Pays employees by calculating pay; distributing checks; maintaining records.
EMPLOYEE RELATION

· Maintaining employment policies.
· Managing employment tribunal cases.
· Managing issues such as long-term absence.
· Advising other HR team in dealing with employee relations issues and maintaining good relations.
· Consulting with trade unions.
CARONA INDUSTRIES (P) LTD, St No 133, Goripalayam Road, Gobichettipalayam, Erode – 638452
Nov 2012 – Dec 2014
HR-OFFICER
· [bookmark: _GoBack]Recruiting employee by matching with organizational goal, job profile, job description, characteristics of trainee.
· Identifying the Company requirement and providing enough man power for each department.
· Training employee for the position which they got selected.
· Evaluate the training program by taking interview report submission or by field observation
· Performance Appraisal for employees every 3 months
· Orients new employees by providing orientation information packets; reviewing company policies; gathering withholding and other payroll information; explaining and obtaining signatures for benefit programs
· Employing the skills and the activities of the workforce efficiently.
 Providing the organization with well trained and well-motivated employee.
 Increasing to the fullest the employee’s job satisfaction.
· Developing and maintaining quality of work life 
 Helping to other department and function by arranging meeting with supervisors
· Managing transportation and accommodation department.
TRANSPORTATION MANAGEMENT

· Allocating and recording resources and movements on the transport planning system.
· Ensuring all partners in the supply chain are working effectively and efficiently to ensure smooth operations.
· Directing all transportation activities.
· Developing transportation relationships.
· Monitoring transport costs.
· Negotiating and bargaining transportation prices.
· Dealing with the effects of congestion.
· Confronting climate change issues by implementing transport strategies and monitoring an organization’s carbon footprint.


VIRTU TECHNOLOGIES, 9/3D,Adwave Towers, Plot No 5,New No 17,South Boag Road, T.Nagar, Chennai – 600017.
Jan 2010 to Oct 2012
HR – Executive 
· Recruited and sourced mid to senior level executives in a variety of disciplines including Counselors, Marketing, Business Development, Financial, and technical candidates. 
· Developed and managed recruitment for organization. 
· Utilized creative sourcing techniques in order to target and call passive candidates and short listing candidates through job portal, mails and reference.
· Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications, merit increases, tracking vacation, sick, and personal time
· Accomplishes human resources department and organization mission by completing related results as needed.
· Documents human resources actions by completing forms, reports, logs, and records.
· Updates job knowledge by participating in educational opportunities, reading professional publications.
Recruitment and selection
· Carrying out complete Recruitment cycle
· Responsible for making interview calls
· Worked on creating job portal content
· Short listing CVs, Calling candidates Taking telephonic interview and scheduling personal interview
· Conducting Ref Check 
· Rolling out offer letter, appointment letter etc. 
· Coordinating with applicants
· Candidate selection, making offer letters
TECHNICAL SKILLS
· Excellent IT skills including Outlook, Microsoft Word, PowerPoint and Excel.
· Experience of HR database desirable.
· Willingness to quickly learn and use software packages that are unfamiliar is essential
STRENGTH AND SKILLS

·      Team Player with good communication and management skills
·      Quick learner
·      Ready to take up challenging tasks
·      Adaptive
CO-CURRICULAR ACTIVITIES

· Self-learning web designing and E learning technology in www.coursera.org
· Pursued Adobe Photoshop and Adobe Illustrator in Digiscape gallery Nungambakkam
CERTIFICATE OF MERITS

· Won best HR – OFFICER  of the year in 2013  at  CARONA INDUSTRY (P) LTD
· Won second place in Technical Paper Presentation in 2007 at K.S.Rangasamy college of technology
· Won second place in attendance in 2005 at Williams Matriculation H.S.S
ACADEMIC QUALIFICATION

Bachelor of Computer Technology (B.sc CT)
2006-2009 Graduated with 67% from K.S.Rangasami College of technology, Tiruchengode, ANNA University Chennai.

H.S.C (+2)
 2005 – 2006 passed out with 52% from Williams Matriculation H.S.S, Vellore.

S.S.L.C (10th)
 2003 - 2004 passed out with 59.9% from Vanividhialaya Matriculation H.S.S, Vellore

PERSONAL DETAILS
Father's Name		            	Mr.S.Rajarathinam
Date of Birth			24 October 1988
Sex				Male
Permanent Address	           	No: 45 Periyarstreet 
Nallagoundapalayam,  
                                                	Gobichettipalayam Post, Erode-638452
Languages Known		Tamil, English
DECLARATION 
I hereby declare that the above written particulars are true to the best of my knowledge and belief.
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