RESUME


KALAIMATHY. B






Address: 75, Eswaren Koil St.,



         E-mail: mathydaly@gmail.com
Marie Oulgaret, Pondicherry-10.



           Mobile: 8754221372
O B J E C T I V E
 
A position as an active employee, involving responsibility and working with others as a team member to achieve advancement and growth for the company.
E D U C A T I O N

· MBA from Rajivi Gandhi College of Engineering and Technology, Pondicherry in 2012 with 74.3%
· BCA from Thiruvalluvar University, Pondicherry in 2009 with 75%
· 12th from Government Higher Secondary School, Indira Nagar in 2006 with 62.5%
· 10th from Government Higher Secondary School, Indira Nagar in 2004 with 73%
W O R K  H I S T O R Y
September (2015) to Till Now: Radnus Mobile Pvt. Ltd

Position HR/Admin Manager

· All HR formalities including lining up candidates for interview, issue of offer letter and appointment letters, collection of joining documents from candidates etc, and keeping HR files up-to-date at all times 

· Preparation of monthly payroll and payslips 
· PF/ESI Challan preparation.
· Managing attendance of staff on monthly basis 

· Maintaining HR MIS reports (Joinees, Resignees, Head count report etc.) 

· Ensuring all files are up-to-date, papers correctly filed and maintained 

· Organising and Coordinating for employee target activities 

· Handling employee grievances 

· Identifying and conducting Training and Development requirements with teams 

· Overlooking the Administration of the organisation 
· Maintaining marketing daily report 

· Following marketing executives and maintaining monthly target.

· Preparation of best performer for a Every month.
April 2013 to June 2015: Victory eServices Private Limited
Position: HR/Admin Manager
Experience : 2years and 2 months
· Recruitments & arranging / coordinating interviews

· Pay Roll Administration

· Attendance Maintenance
· Monthly ESI & PF Challan working preparation
· Maintaining and updating Statutory Registers
· Co-ordinating Training & Development
· All employees leave record maintenance
· Preparation of MIS reports related to monthly expenditure 

· Courier services and Printing
· To maintain the employees details files

· Employees Complaint Handling 

· Following up for vendor payments with accounts department

· Helping employees with their statutory complaints

· Co-ordination with the team members for necessary data collection

· Staff welfare measures

· Monitor employees opinion regarding an organization or particular issues
· Assist in preparing organizational documents such as annual reports and  half yearly reviews
· Exit-Interview and Issuing reliving letters & full and final statement of existing employees.
A D M I N  E X E C U T I V E
· Responsible in processing invoices on monthly basis
· Monthly Bill Payment
· Business card / Letter Head / Company cover arrangements.
· Stationery arrangements
· Telephone Board line Handling
· Visitors & Guest handling and arrangements
· Meeting room arrangements
· Water Consumption monthly returns
· Organizing company Celebration

C O-C U R R I C U L A R   A C T I V I T Y

· AWARDS AND ACHIEVEMENTS

· Made the Payroll system for salary process from excel sheet to online
· One hour status in production report in exe 
· Made MIS Report in online
· Daily production report for individual employees  in online

· Updated the exiting leave/ employees record database

P E R S O N A L   I N F O R M A T I O N

Father’s Name
:
Baskar. V
           Mother’s Name
:
Kumutha. B
Date of Birth
:
27.03.1989
Nationality
:
Indian

Religion
:
Hindu

           Status




:
Single

           Languages Known
:
English and Tamil

           Address for communication

:
No: 75, Eswaren Koil Street








Marie Oulgaret, Pondicherry-10
Current salary 



: 
13000 
Declaration
Here by I acknowledge that the above information is true to the best of my                knowledge and belief.
Place: Pondicherry                                                                                                  Your’s truly

Date:                                                                                                                     (Kalaimathy. B)
