RESUME

DILLI R 
Plot No.7, House No-S2

Srinivasa Nagar, Rajajipuram-II,
Tiruvallur-602 001,
Mobile No: +91 9962108972
dillihr@gmail.com
Career Objective:
To be part of professionally managed company with Scope for a challenging career growth and Leadership skills in achieving the desired target by teamwork.

Key Skills:
As on accomplished Human Resource Professionals Having 10.10 years of experience in Recruitment, Training & Development, Statutory & Payroll, Contract Labour Handling, NEEM, Employee Engagement, Implementing and Update HR Policies and procedures, Standing Order preparation, Green Field Project, TNPCB, TNEB, Employee Relations, Industrial Relations, Welfare activity, Visa Process, GPA, GMC and General Administration.

Present Employment and Work Experience:

Company Name


M/s. Anu Industries Limited







Mfg. of Reservoir tank and nozzles, Ignition Coil
Designation



Manager-HR & GA

Duration



from June-2019 to till Date



 

Job Profile
Human Resources Management:

· Standing Order Preparation (SOP) / Update & implement HR policies & procedures in the company / Ensuring all employees to aware about the policy/ Yearly go through the policy/ Formulation Implementing functional best practices to focus on development of Human Resources to meet present & future goals set by the organization.

· Interfacing with Management & Heads of Department to implement HR policies for effective management & development of human capital across the organization / Introducing policies/annual plans/budgets which related to HR & Admin, aimed at ensuring smooth running of operations, execution of administrative tasks & cost reduction.

Recruitment & Selection:

· Recruitment & Selection based on JD given by the process owners/ advertising the JD in web Portals/ Screening CVS through/ data base/ Job portals/ Social Media/ Recruiting Agencies, Tracking Candidates/ Scheduling interviews/ Negotiate the CTC for joining employees / Reference Checking etc.

· Organizing Campus interview for the selection of trainees Organized interviews for selection Engineering and Diploma graduates/ Engaging BOAT & NEEM Trainees/ register of Employees in portal and follow-up stipend etc.,
Training & Development:

· Preparing QMS Documents for ISO 9001 / TS & IATF Audit /OHSAS18001/ EMS 14001/Analyze and finalizing Training needs identification (TNI) for each individual through the Skill Matrix & Competency mapping / Preparing Annual Training Budget and get approval from the Management / Induction for New employees. 
· Preparing both Internal & External training
· Organizing abroad Training for the eligible & Selected Employees at the Time of New projects and requirement basis / receiving invitation / Arranging Visa / Ticket Booking, Hotel Booking & accommodation for the abroad training Employees.
Statutory Compliance:

· Statutory Compliance like ESIC/ EPF/ Gratuity/ Bonus/ Obtaining certificate for standing orders & Approvals / Contracts Monthly Statutory Audit etc.,

· IOF for Factories Registration

· Factory license renewal 

· Contract license renewal 

· Responsibility to fulfill all required compliance under contract Labour (A&R) Rules
· Exemption Approvals from IOF

· Annual Return / Half yearly return submission

· Medical Examination 

· National Holidays & Festival Holidays submission

· License for Pressure vessels
· Ensuring that Building Stability, Electric Rope Hoist, Material Lifts, Forks Lifts, Mobile Crane & valid license is issued as per the requirement 

· Building Stability certificate.
· Labour Welfare fund (LWF) pay to Labour dept
· Fire Dept for the FIRE License Renewal & Conducting Mock drill training.

· Sanitary Certificate renewal from Health Department

· Sipcot office Maintenance Charges / Water tax paying on time etc.,
TNPCB

· CTE & CTO New Approval & renewal work 

· Air & Water test monitoring 

· MSDS Methods Monitoring 

· Hazardous wastage Monitoring and coordinating to pollution Control board

DTCP, BDO & MUNICIPALITY:

· Building Approval work

· Additional building and Extension Approval work

· Renewal of Factory running License,

· Timely submission of Property Tax,

· Timely deduction & submission of Professional Tax to the local Municipality.

TNEB

· Rule-30 inspection

· Coordinate to Electrical safety third party audit

· CEIG Inspection Co-ordination

· TNEB bills and Payment. 
Expats Statutory compliance:

· Have Hands of Experience in dealing with FRRO (Foreigners Regional Registration Office) for Expats Visa Registration/ Stay Visa/ Visa Extension/ Exit Visa/ Generating ‘C” Form/ Generating “S” form for their family members also and preparing all supporting immigration documents without any consultancy.

· Arranging Transport / Hotel booking /Flight Booking / Travel Insurance for Expats
Payroll & Time Office Management:

· Managing the payroll in Software (Saral Pay Pack) for all category employees / Time office management (ESSL TIME TRACK LITE)/ Sending Reports on Daily Basis/ Annual Increment Planning for staffs & Operators. Preparing Full& Final Settlement / Leave Encashment etc.,
· Employees resource information like, issuing offer Letter/ Appointment Letter /Joining formalities/ induction/ Confirmation Letter/ Promotion Letter/ Account opening / Explain about the company policy and procedure.
Data Base & MIS:

· Maintaining of employee’s data base / Addition / Separation / employees personal information / Updating on time based/ Employees background Verification.
· Preparing reports on Daily /Monthly/ Yearly MIS reports, while implementing HR initiatives maintain an issue tracker and publish consolidated report on a monthly basis provided timelines, etc. Early Board Meeting Preparation, organizational chart preparation. 

Performance Appraisal:

· Fixing KPI for all Department /Executing performance management system / appraisal across levels to substantiate performance appraisal linked to reward management/ Ensuring all employees to aware about the appraisal / sending all appraisal reports timely to the Head coaters/creating a healthy culture using Performance Review Model for performers & non-performers.

· Distributing Appraisal forms, taking feedbacks from appraises & assessing performance levels using rating scale/ ranking method / Increment policies
Welfare & Employee engagement Activities:
· Engaging Employees Welfare Activities /Developing & implementing employee friendly policies / programs like Sports, Picnics, Get-Together, / Family Visit, Events / Best Employee Award and other corporate social activities. Birthday celebration/ Safety Month / Women’s day/ Mayday/ Pongal/ Ayudha Pooja Celebrations etc.,

· Inter department Sports day celebration/Participated in Marathon / Social activities/ Planting Trees / Visiting Village for social work. 5S Activities /Kaizen Suggestion Scheme.

· Ensuring Employees Uniforms employees / on time issuing ID Cards/ Uniforms/ Shoes Etc/ Laptops data Cards/ Bank Account Opening. Ensuring IT policy for the New Joinees. Maintaining Company Assets & updating it on time basis / Conducting all employees Communication meeting.
Industrial Relation:

· Handling Work Committee Employees, addressing workers Related Issues/ forming Workers committee through election/Signed LTS (Long Term Settlement services)/ Food Committee/ Safety Committee/Addressing daily issues of the committee members/ Arranging Meeting on monthly basis with the management/ Conducting All employee’s communication meeting. Involved in, Domestic enquire, other settlement, initiating disciplinary action& Smooth exit of personnel, and also liaise with legal consultants in this regards.
· Attending Company Cases / Filling hearing for company related cases / discuss with the legal advisor / Negotiation of Bonus with the worker’s committee.
· Ensuring the prompt resolution of employee grievances to maintain cordial management-staff relations/ Employees counselling /Attending Shop floor grievances/ Addressing employees related Issues.
· Legal Activities co coordinating with Advocates

General Administration

· General Facilities Management activities like / Transport / Canteen/ Manpower & Security / Garden/ Building Maintenance / Monitoring Housekeeping/ Telephone / Internet, through a process of check sheet. Shop floor Maintenance / Arranging Planning & controlling of office stationery& printing etc.,
· Co-ordination with 5s team to maintain clean atmosphere in factory
· Budgetary control for all Administrative expenses
· Monitoring administrative expenses and ensure for on time vendor payments.
· Ensure quality of procurement of employees’ welfare items like shoes, uniform etc.,
· Yearly Vendor Comparison for renewal vendor Agreement / checking statutory compliance as per our Company Policy requirements / Canteen Audit on monthly Basis/ Food handlers Certificate/ FSSAI certificate Etc.,
· Performance levels thru’ teamwork, suggestion box, counselling, Rewards & Recognition / Appreciation letters, incentive schemes, Professional work environment.
Green Field Project:

· Worked in Greenfield Projects: Purchase of land from Sipcot & Private / Plan Approval from DTCP/ Obtaining Consent Order Air & Water/ Applying EB Connection / Applying & Receiving Fire License / Building Stability Certificate/ Health & Sanitary Certificate / ESI & EPF Code registration.
Health & Safety:

· Pre-Employment Medical Checkup /Employee’s Health & safety policy making as per ISO, TS/ IATF/ EHS Audit standards. Organizing medical camps on early basis.

· Group Mediclaim / Group personal Accident/ WC (Workmen Compensation) Yearly Renewal/ addition / Deletion and updating of all policy’s. Processing of Claims / response insurance related issues 24*7.

· Ensuring Company’s Safety Policy for Vendors/ Visitors safety protocols 
Highlights:

· Reduced cost in Administration related expenses like – Canteen, Transport and stationeries, / Merit of reducing the recruitment cost by 50%.
· Prepared the SOP for all expatriate related activities. Single point of contact for the expatriates.

· Corporate Social Responsibility (CSR), Introduced NEEM Scheme covered under CSR Per Annum Rs. 20,00,000/- for the year of 2017 -2018 & 2018-2019.
Previous Work Experience

Company



M/s. Hyoseong Electric India Pvt Ltd.,





Mfg. of DC Automotive Motor

Designation


           Deputy Manager -HR&Admin

Duration



From November 2016 to June 2019

Company



M/s.Thai Summit Autoparts India Pvt Ltd.,





Mfg. of Body parts and frame parts Supplier                                     
Designation


           Executive/Sr. Executive -HR&Admin

Duration



From September 2014 to Oct 2016
Company

         
           M/s. Myoung Shin India Automotive Pvt. Ltd.,

Mfg. of Sheet Metal, Car Door & Other Ancillaries.

Designation



Assistant Officer - HR & Admin

Period




From July 2011 to August 2014
Company



M/s. Spack Automotives Ltd.,






Mfrs.PU Foam Seating Cushions.

Designation



HR – Trainee.

Period




From July 2009 to May 2011
Academic Profile:
· MBA (HR) –Master of Business Administration 
Vel Sri Ranga Sanku College of Arts and Science, (Affiliated to University of Madras) In 2009.
· BBA-Bachelors of Business Administration  
Sriram College of Arts and Science, (Affiliated to University of Madras), In 2006.
· LLB – Bachelor of Legislative Laws 

Anantha College of Law, (Affiliated to SV University Tirupati), In 2015.
Computer Skills:
· Good working knowledge in word, excel, Power point, and advanced excel reports i.e., pivot table, auto filters, vlook up, splits & freeze panes which is used prepare to MIS reports.
Personal Details:

Date of Birth

: 03.12.1985
Sex


: Male
Father Name

: N. Radhakrishnan
Passport No

: S4024127
Marital Status

: Married

Languages Known
: English, Tamil & Telugu.
Permanent Address
: #2/253, Venugopal Nagar,

  


  Veerapuram, Avadi,




  Chennai-600 055.

Declaration:

I hereby declared that the above given information furnish by me is true and correct to the best of my knowledge and belief.

Place: Chennai
Date:










(DILLI. R)
