CURRICULUM VITAE
	Pandiyaraj. S
Email ID 

pandiyaraj.s1990@gmail.com
Contact No.

Mobile : 9941007492
Permanent Address

 S/O, A.SUBRAMANIAN
No:4/30, BRAHMIN STREET,
KORATTUR, CHENNAI-600080
Temporary Address

No:4/30, BRAHMIN STREET,

KORATTUR, CHENNAI-600080
Personal Data

Date of Birth     : 12th  JULY 1990
Sex                    : Male

Nationality        : Indian
Marital Status   : Single
Language 
Known               :  Tamil , English   
Hobbies            : Playing Cricket, 
Carrom & Hearing music


	Career Objective                              

Seeking a challenging environment that encourages learning and creativity, providing exposure to new ideas, stimulating personnel and professional growth.
Professional Summary                                   

· I am Having 10 Years Experience in 
WABCO India Ltd & Emerald Resilient Tyres     (From HR & Training Development) 
Academics                                    

· Bachelor of Computer Application
Nazareth College of Arts & Science, Avadi
Thiruvallur (dist.) 

TamilNadu, India.

· PG DIPLOMA PERSONNEL MANAGEMENT & IR

Anna Malai University
 Working Experience                                        

1. Ex-employer
: WABCO India Limited.       
                             
  Ambattur Estate, Chennai.
    Work span 

: 30th Nov, 2010 to July 2014.
    Designation
: Technical Trainee. (3.8 Yrs)
2. Current employer: Emerald Resilient Tyres Mfrs. (P) Ltd. 

                                 Gummidipoondi, Tiruvallur Dist.
    Work span 

: Aug 2014 to Till Now.
    Designation
: Personnel Officer
Company Profile                                    

1. WABCO India Ltd is a Multi National Company. The Company produces the Air Brake for passenger cars, truck and bus. The company is one of the major vendors for TATA MOTORS & ASHOK LEYLAND. 
2. EMARALD Resilient Tyres Pvt ltd. 
The company produces the Solid tyre, Pneumatic tyre and Tubes also. The company is one of the major vendors for Godrej, Doosan, Nissan, Voltas, EICHER and Volvo...                  

	
	


Responsibilities in EMERALD Resilient Tyres.                                         

TIME OFFICE FUNCTION: 
     Bio metric attendance management, Monitoring Daily Manpower strengths, leave entry, C.Off Entry, On Duty Entry, 
PAYROLL MANAGEMENT:
     Payroll process done by HR Crystal software, Excel, Updating Employee Master data in payroll, Processing payroll, Generating Salary Statement, Bank wise Statement, ESI working  Statement, EPF Statement, Plant Wise Cost Working Report. Yearly report of Medical Reimbursement, Bonus, LTA, Settlement working, Best Practices for Annual/Monthly Reviews.
STATUTORY: Obtaining IP number from ESIC Portal, Submission of monthly return, and remitting payment through online for PF (ECR), Updating KYC. PF Withdrawal process for left employees and tie up with PF Office (Related PF Issues). Maintain the IF Records and update month on month. Renewal of Factory Licence, Half yearly and annual returns, Contract Licence, Pressure Vessel Renewal, TN Labour Welfare fund, N&F Holidays.
WELFARE ADMINISTRATION: 

Preparing and maintaining Employees Welfares budget, arrangements of Horlicks, Bath Sops, Shoe, Uniform, Annual Gifts, Birthday Gifts, Service Award. Organized Periodically Medical Checkup, General Health Camp through ESI & Medical Insurance Renewal.
RECORDS: Maintain Employee Personal file Records, Prepare the Employee’s Order, Maintain the Employee Master
RECRUITMENT & SELECTION: Fresher candidates sourcing through campus interview. Screening the applications based on the requirement of the organization from Lower level to Senior Level.
INDUCTION & ORIENTATION: Devise a proper Induction schedule for all the employees who join the company and ensure timely execution of the same. Organize detailed Induction & Orientation program to each category before the employee is placed at work
TRAINING & DEVELOPMENT: Preparation of Training Calendar. Actualization of Trainings, feedback, analysis and monitoring of training effectiveness. Identifying training needs across levels through mapping of skills required for particular positions and co ordinate with On the Job Training for new joiners.
INDUSTRIAL RELATIONS: Advice letter issued to later comers, long absentees, SCN-Show cause notice issued to habitual absentees, Warning letter issued to violators, Preparing of Suspension order. Responsible for periodically organizing safety committee meeting, Canteen committee. Employee’s requirements understanding through survey conducted by periodically.
EMPLOYEE COMMUNICATION: Update all employees on latest developments in different departments. Share Motivational / Management thoughts from time to time
SYSTEMS: Prepared monthly Presentation - HR MRM, Co ordinate with ISO 9001:2000 audit and maintain the all records, Suggestion, Kaizen & TEI Activities and MIS Report Prepared. Well Known of MS Office.
Professional Membership
· Member of Quality Circle Forum of India Chennai Chapter. 
· Member of S2S (Sricity to Solavaram) HR Forum.
Computer Proficiency:                                            

· MS-OFFICE
Educational Qualification:
PG. Diploma Personnel Management & Industrial Relation.



                     Percentage

: 63%



Institute 

: Annamalai University, Chidambaram  



          Year of Passing
: May 2020

B C A

Percentage

: 70%



Institute 

: Nazareth College of Arts & Science, Chennai



Year of Passing
: April 2010
H.S.C   
Percentage

: 69%



Institute

: SRM Higher Secondary School, Ambattur, Chennai 



Year of Passing
: March 2007

S.S.L.C
Percentage

: 77%



Institute

: .Ambattur Govt.High School, Korattur, Chennai


Year of Passing
: March 2005

Personnel Strengths:                                           

· Ability to perform any role in a team.

· Honest, Trust worthy and Smart working

· Good Communication Skills

· Individual situation handling

· Very Good Punctuality.

· Hard worker.

Declaration:

              I hereby declare that all the above details are true and correct to the best of my knowledge. 

Place: CHENNAI                                                                             yours faithfully,  

Date:                                                                                                                     

                                                                                                                          (PANDIYARAJ.S)                                                                                                                
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