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                                                                       Manager  Pers.
          Contact:  vvrj.jagapathi@gmail.com | : +91 9618950403 | 
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CAREER SUMMARY
Diligent & dedicated HR & Administration Manager with professional experience of more than
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23 years in steering HR, IR, Statutory, Administration and Liaising activities with renowned business establishments. Exceptional problem solving skills with talent of resolving HR, IR, Statutory, Administration & Liaison related issues with professional ease. Able to handle 500-1000 nos. of manpower. Proficient in enforcing systems and procedures in the office set up to maintain overall discipline and general compliance. Effective team leader, trainer and motivator having good communication and interpersonal skills.
CAREER OBJECTIVE
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Seeking senior level assignments in the field of “HR, IR, Statutory, General Administration & Liaising” with an organisation of repute where I can utilize my abilities and exposure gained over the years and to work for an organization which provide continuous opportunities and challenges to my highest level by exceeding my own and organization’s expectation each and every time, to become an entrepreneur itself by working in a highly competitive environment with technologies of the future continuous learning and giving myself enough scope to grow as better professional.
CORE COMPETENCIES

Liaison 

General Administration

Human Resource Operations

Statutory Compliance

Industrial Relations


Payroll Management

Facility Management

Villiage Administration

General Correspondence

Recruitment

EDUCATIONAL & PROFESSIONAL QUALIFICATIONS
· B.Com. : From K.N.M. Degree College, Miryalaguda,  Osmania University
· PG Diploma IRPM : From A P  Productivity Council, Hyderabad.
· Diploma IRPM : From National Institute of  Labour Education and Management, Chennai.
· Type Writing Lower Grade : Surya Type Writing Institute, Vijayawada.


EXPERIENCE
●M/s NCC Ltd. (Formerly known as M/s. Nagarjuna Construction Company Ltd.)

Cement Divisoin : Dec, 1996 to March, 1999)

 Designation : “Asst.P&A” from 1996 to 1999.

        Office Location :  Sreepuram, Boincheruvupally  Villiage, Peapully Mandal, Kurnool Dt. AP. 
        ● M/s. PRIYADARSHINI CEMENT  LIMITED. (April, 1999 to  Dec, 2005)                  

           Designation : “ Sr. Asst. – P&A” from 1999 to 2001.

           Designation : “Jr Officer - . P&A”  from 2001 to 2005.

        Office Location :  Sreepuram, Boincheruvupally Villiage, Peapully Mandal, Kurnool Dt. AP. 

        ● M/s. NCC Limited Head Office : Dec,2005 to March, 2016

            Designation : “Officer – Pers.” From 2005 

                                   “Asst. Manager – Pers.”  2008.

                                  “ Dy. Manager – Pers.”   2011

                                  “ Manager – Pers.”  2014.

      Office Location : Survey 64, Durgam Cheruvu Road, Madhapur, Hyderabad.   

        ● M/s. NCC Limited Irrigation Division  : April, 2016  to Sept. 2016

           Designation : Manager – Pers.

       Office Location :    Pothireddy pally Villiage, Nagar Kurnool Dt.    

      Project Launching : “ Palamuru Rangareddy Lift Irrigation Scheme Project”

        ● M/s. NCC Limited Water  Division: Oct,2016 to   still Continue.
    Office Location : Survey 64, Durgam Cheruvu Road, Madhapur, Hyderabad.   

ORGANISATION WORKED
M/s. NCC Ltd. (Formerly known as M/s.Nagarjuna Construction Company Limited) 
 Water Division
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KEY JOB FUNCTIONS
· Human Resource Operations:
· Ensuring efficient implementations of routine HR operations, in a manner that conveys a positive and proactive impression to all employees.
· Maintaining personnel records, attendance system and leave records.
· Furnishing the details of new employees, salary revision, resignations and other relevant information and generating MIS reports.
· General Administration:
· Following up and coordinating with all departmental heads for work in progress / data.
· Handling inter-departmental coordination and follow up for production / dispatch data and documents within time limits.
· Arranging and monitoring travel arrangements, meetings and daily appointments, DPR. 
· Obtaining of labour license, EPF establishment code from concern licensing authority.
· Maintaining of all record as per motor vehicle Act like Vehicle Registration, Permit, Insurance, Fitness Certificate, Pollution Control Certificate and all other RTO formalities as per act & rule.
· Managing Housekeeping, Record keeping, arrangement of office stationery, general staff welfare and smooth mobilization of Office.
· Ensuring security of the ward, safe custody of company’s materials and procurement of safety materials and office stationaries etc.
· Establishment and mobilization of new project site set up site office, staff accommodation, labour camp, canteen, staff vehicle, guest house, and office equipment, vendor management, security etc.
· Industrial Relations & Liaisoning:
· Interfacing with the functional heads and employees for all employee related issues.
· Ensuring prompt resolution of employee grievances to maintain cordial management-employee relations and achieve dedication by workers.
· Negotiating and amicably settling disputes with the workers union and maintaining discipline and harmonious working environment across all employee levels.
· Monitoring statutory compliance at all levels involving liaison with internal and external agencies, Govt. authorities and offices like PF, ESI, Labour Dept. etc.
· Liaison with Legal Advisors for conducting the on-going labour and other related litigations.
· Enforcing general discipline in the project in accordance with the standing orders of the company.
· Negotiating with the Trade Union for concluding ‘Long Term Settlement’.
· Liaison with local Govt. Authorities such as BDO, SDO, Police, Sub-Registrar, Electricity Board, Deputy Commissioner, Police Commissioner, Revenue Department, DTO, RTO, Pollution Control Board, Forest Department, Political bodies etc.
· Cost control of Administrative and Liaison expenses of site and preparation of MIS relating to Admin. expenses.
· Rehabilitations and resettlement, all types of clearance from state and central Government.
· Land leasing, purchasing of land for set up Plant and machinery, office accommodation, labour camp, dealing with local authority like Settlement Office and Revenue Department.
· Regular (every 15 days) Site visit and verification all Records .

· Responsible for providing administrative support to Project team.

·  Physical  verification of Temporary Office at Site during Project stage, Site Guest House, Labour Camp, Office Equipments like Computers, Internet device, Telephone, Staff Vehicles etc

EXPERIENCE

M/s. NCC Limited, Irrigation Division.

 Designation (For Project Launching )  “ Manager – Pers. “ “ Head P&A” (6 Months up to Sept,16)
Office Location : “Palamuru Ranga Reddy Lift Irrigation”Nagar Kurnool, Nagar Kurnool Dt.
6 Months Manager – P&A  (Head – P&A) “PalamuruRangareddy Lift Irrigation Scheme”, Project Pothireddypally, Nagar Kurnool Dt. From  April, 2016 to September, 2016
for Project Launching.
•     Permissions and approvals  taken from TSSPDCL 33 KV Power Line connection to Project Area.
· Arrangement of  Accommodation, Canteen and Vehicles for Employees and Guests.
· Ensure effective arrangement for security. Appoint, finalize & renew security agencies. Responsible for procurement of firefighting equipment ,maintenance, refilling and Inventory.
· Making Salary & wage structure of the company keeping accordance of Minimum wages act & maintenance of records.
· Estimate the requirement, make proper arrangement for printing & storage of letters heads, visiting cards & stationery etc,.
· To allot as advised by management, monitor repairs & maintenance, maintain records of expenses, entries, checking payment of bills RTO/Vehicles Tax, Insurances etc,.
· To attend to complaints & grievances of personnel.
· Maintained good relations with Police dept .,Revenue Dept. and Press Reporters. 
· Implementation of modernized canteen, catering  for 3 shifts and General Shift.
· Guest House and Executive Mess arrangements for Guests  & Govt. Officials.
·  Implementation of safety measures in Project  Area.
· Monitoring & managing contract staff (Security,OfficeBoys,canteen& Daily wages).
· Maintained good relations with Trade unions.
· Preparation of Hire Vehicle Bills.
· Preparation of LPC and Transfer Orders.
· 80 Site employees Transferred to various sites in 20 days due to project given to back to
 back to the sub contractors.


 M/s. NCC Limited, Head Office  “Manager – Pers.”  (from 2014)

                                                      Dy. Manager – Pers. – 2011.

                                                      Asst. Manager – Pers. – 2008.

                                                            Officer – Pers. – 2005
PAYROLL MANAGEMENT:

· Preparation of Payroll for all Corporate Office Employees every month, Consultant Salaries, NMR Salaries.

· Preparation of Daily attendance, Weekly attendance and Monthly Attendance Reports.

· Preparation of Monthly Indent of PF for all Employees of all over India(250 Sites, 15 Regional Offices) Branches and reconciliation of PF Data with Financial Data with all sites (250 Sites and 15 Regional Offices). Reconciliation of PF Data with PF Department Data   and submitting the  Returns.

√ HR OPERATIONS:

· Ensuring efficient implementations of routine HR operations, in a manner that conveys a positive and proactive impression to all employees.

· Maintaining personnel records, attendance system and leave records.

· Furnishing the details of new employees, salary revision, resignations and other relevant information and generating MIS reports.

· General Administration:

• Following up and coordinating with all departmental heads for work in progress / data.

• Handling inter-departmental coordination and follow up for production / dispatch data and documents    within time limits.

• Arranging and monitoring travel arrangements, meetings and daily appointments, DPR. 

• Obtaining of labour license, EPF establishment code from concern licensing authority.
• Maintaining of all record as per motor vehicle Act like Vehicle Registration, Permit, Insurance, Fitness Certificate, Pollution Control Certificate and all other RTO formalities as per act & rule.

• Managing Housekeeping, Record keeping, arrangement of office stationery, general staff welfare and smooth mobilization of Office.

• Ensuring security of the ward, safe custody of company’s materials and procurement of safety materials and office stationaries etc.

• Establishment and mobilization of new project site set up site office, staff accommodation, labour camp, canteen, staff vehicle, guest house, and office equipment, vendor management, security etc.

  M/s. PRIYADARSHINI CEMENT LTD. – UNIT – II

   Designation : “Jr Officer - . P&A”  from 2001 to 2005.

   Designation : “ Sr. Asst. – P&A” from 1999 to 2001.

   Office Location :  Sreepuram, Boincheruvupally Villiage, Peapully Mandal, Kurnool Dt. AP. 

· Arrangement of Industrial Accommodation, Industrial Canteen and Vehicles for Employees and Guests.
· Ensure effective arrangement for security. Appoint, finalize & renew security agencies. Training classes  for procurement of firefighting equipment ,maintenance, refilling and Inventory.
· Make arrangement for purchase, lease, transfer, registration to liaison with municipal / local authorities. Responsible for painting for buildings, factory, sheds & factory premises.
· Making Salary & wage structure of the company keeping accordance of Minimum wages act & maintenance of records.
· Arrangement of NOC for Colony  school from D.E.O. Office , Kurnool  up to Upper primary School.
· Arrangements for 15th August, January 26th  activities by Gents Club,  Ladies Club & School Staff and Children.
· Ensure proper cleanliness of premises ,cleaning of water tanks, pest control, gardening etc,.
· Estimate the requirement, make proper arrangement for printing & storage of letters heads, visiting cards & stationery etc,.
· To allot as advised by management, monitor repairs & maintenance, maintain records of expenses, entries, checking payment of bills RTO/Vehicles Tax, Insurances etc,.
· To ensure smooth functioning of section Viz. Personnel & Industrial relation, Labour & Welfare, Security, Time keeping, Dispensary, Salary & Wages etc,.
· Ensure good housekeeping in the company premises to avoid accident hazards.
· To attend to complaints & grievances of personnel.
· Handled workforce of 900 contract workmen during project premises with accommodation.
· Maintain Greenery as per guidelines of Pollution Control Board. 
· Coordination with various expatriates during project phase (Mechanical ,Civil, Electrical, Fire 
Safety etc.
· Liaison with Govt. bodies for permissions & approvals. (Gram Panchayat, Inspector of factories, District Medical & Health Officer, Pollution control board, Central excise, commercial tax, labour dept. and Factories Dept etc.).
· Maintained good relations with Police dept .,Revenue Dept. and Press Reporters. 
· Actively participated in community service in coordination with District  Collector’s office.
· Ensured compliance of statutory obligations.
· Implementation of modernized canteen, catering  for 3 shifts and General Shift.
· Guest House and Executive Mess arrangements for Guests  & Govt. Officials.
·  Implementation of safety measures in Company Area.
· Maintaining  logbook for different types of extinguishers.
· Construction  and maintenance of security towers & lighting system for Mining area.
· Monitoring & managing contract staff (Security,OfficeBoys,canteen& Daily wages).
· Maintained good relations with Trade unions.

  M/s. NAGARJUNA CONSTRUCTION COMPANY LIMITED  – CEMENT DIVION 

   Designation : “Asst.P&A” from 1996 to 1999.

   Office Location :  Sreepuram, Boincheruvupally  Villiage, Peapully Mandal, Kurnool Dt. AP. 

· Arrangement of (One month continue follow up with BSNL Dept.) First Telephone Tower (60 mtrshight Tower of BSNL) in Factory Area (for use of  Company and Three Villiages) 2000. 
· Arrangement First  Cell Phone Tower (BSNL) at Factory Area in 2001.
· NOC  for use of  Explosives (Magazine) from Jt. Chief Controller of Explosives .
· Established Time Office and Prepared Systems, Preparation of Company Policies,Time 
Office Administration, Time Office Functions of Time keepers shift schedule, Daily Attendance 
· Prepared formats for  Leave and OD Postings, Yearly Leave Allotment of Employees 
and Preparation of shift schedule for Time office Staff. 
·  Dealing Labour Disputes and Villiage Administration.
· Overall Factory, Mines, Colony Administration including Ladies and Gents Club 
Activities, Maintenance of Colony House Keeping, Sanitation, Furniture Allotment to Bachelors & Families , Maintain the Furniture Records.
· Laisoning  with LabourDept (State & Central), Factories Dept., Collector Office, Education 
Dept.,  Civil Supplies, Press Reporters, Police Dept., RTA Works and Endowments Dept. 
prompt payment of various taxes & renewal of permission / licenses 
·  Organizational Dealing with Insurance Surveyors.
· Organizational dealing with MRO, MDO and Registrar Office
·  Maintain good Relations with Local Villages, Staff, Labour and Govt. Officials.
· Established  Guest House, Executive Mess and Industrial Canteen.
· Conducting Meetings, Training Classes and Parties which was organized by the Management.
·  Operation of Company and Hire Vehicles and preparation of Bills and Hire Bills every month.
· Looking after Industrial Canteen Maintenance, Guest House and Executive Mess and Preparation of Bills..
· Controlling of Office Boys and maintain their Attendance and allotment to the Depts.
·  Conducting Welfare activities as and when required.
· Looking after General Employee Welfare
· Leave Administration and Leave Encashment.
·  Leave Encashment preparing every Month (All branches).
· Organizing  in Villiage welfare activities which is organized by the Company. 
·  Over all Control of Company Vehicles and Hire Vehicles and Preparation of Monthly Bills
IT SKILL
Proficient in using MS Office (Word, Excel and Payroll on ERP Package) and Internet Applications.
PERSONAL DETAILS
Date of Birth
:
04.12.1967
Gender
:
Male
Father’s Name
:
Late V.L. Jagapathi Raju
Marital Status
:
Married
Permanent Address
:
Flat No.502, ‘B’ Block, Raaga Residency, Mithila Nagar,
                                                       Near Pragathi Nagar, Kukatpally, Hyderabad – 500090.

Language Proficiency
:
Telugu,English, Hindi .
Hobbies
:
Watching Sports and News, Travelling.

                                                                                                                        V.V.R. JAGAPATHI RAJU
