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My Profile

I am working as a Personnel Manager – Compliance Head in one of the leading Automobile  in  Coimbatore  from September  2021 to till date. My job profile consists of managing various issues involving Joining formalities, Attendance and Leaves Administration, Payroll Processing, Statutory Compliance, Coordinating Training & Development activity for workmen, Counseling & Motivation, General Administration, Grievance Handling and Maintaining good work atmosphere in the organization etc. 
Work Experience 

PPS Motors Private Ltd ( MG – Dealer )

 HR – Manager November – 2019 -  May - 2021

Manage the recruiting process, including screening resumes, schedule and conduct phone screens and interviews, initiate assessments, make recommendations on the hiring of candidates, issuing offers, complete paperwork and filing and assist with the facilitation of the on-boarding process into the organization.

Staffing & selection, benefits and compensation, HR records management, HR policies development and legal compliance.

Maintain company organization chart, Administers various HR, policies, and programs in support of employee wellness and  provide fire fighting and First Aid  training for safety purpose.

Artemis Cars India Private Ltd ( VOLVO – Dealer )

 HR – Manager – April – 2018 -  October - 2019

Responsible for managing the exit interview process and conducting exit interviews in a timely manner, Produce exit interview statistics, make recommendation on remedies to the management.

Ensure all  work authorizations are in compliance.( like a PF, ESI, Inspector of Factories & Tamilnadu Shop and Establishment  Act 1948 )

Support Finance Team with Payroll, Tax related activities

Fully responsible for Recruitment Procedures and HR Employees Records Management

Manage HR Generalist affairs, such as employee engagement retention, Performance management 

Daily employees behavior and discipline monitoring and report to management  at any cost

Manager – HR & Admin

S.P. Apparels – Crocodile Division
From Jan 2016 –  Mar 2018.

Daily employees attendance, employees late reporting to office and leave status update to management day to day

Monitoring employee activities due to  office hours 

Administer benefit programs such as vision, and life insurance. 

This includes enrolling new hires, resolving claim issues and communicating benefit information to employees.

Sr. Deputy Manager – HR & Admin

Rajshree Automotive Pvt Ltd ( Ford Car Dealer )
From February 2004 – September – 2015

RECRUITMENT   (Identification of job vacancies and preparation of parameters)

Sourcing the profiles from Database, job portals and employee references 

Screening and Short listing the profiles based the requirement 

Conducting telephonic interviews and checking the suitability of the candidate 

Interviewing the suitable candidates and assisting the interview panel members

Issuance of offer letter for the selected candidates 

Maintenance of the recruitment tracker 

Regular follow up with the candidate until he joins the company 

JOINING FORMALITIES

Ensuring all the relevant documents submission 

Preparation of appointment and CTC break up. 

Ensuring ESI and PF Declarations submission 

Co-ordinating with bank for Opening Salary Account 

Maintaining employee personal Files. 

ATTENDANCE AND LEAVES ADMINISTRATION

Monitoring daily attendance and giving counseling for chronic absenteeism. 

Leaves entitlement updating on leave book 

Generating daily and monthly attendance report 

PAY ROLL – PROCESSING

Providing Monthly Attendance Report to the payroll department 

Updating newly joined employees' report and increments 

Process of arrears, increments, other incentives & allowances along with the present salaries. 

STATUTORY COMPLIANCE

Liaison with EPF, ESI, Inspectors of Factories, Labour licience process, TNPCB, Local Panchayat, Fire Service Dept’ etc in handling of various compliance and submission of Forms and returns on timely basis.
PERFORMANCE APPRAISALS

Conducting self-appraisal review once in Six month for all employees except contract workers 

Coordination with Initiative Officers and Reviewing Officers for the appraise feedback and for the internal elevations. 

Preparation of Confirmation, Increment and Promotion letters based on the feedback. 

TRAINING & DEVELOPMENT

Preparation of skill matrix 

Identifying Training need analysis based on skill matrix 

Preparation of Training Programme based on Training need analysis 

Framing Training calendar and Organizing training programme as per training calendar. 

Based on training evaluation & analysis, verifying further training required 

CONUSELLING & MOTIVATION

Regular observation on employees' behavior and working style 

Identifying their problems at work place and counseling accordingly 

Motivating the employees by arranging guest lectures by resource person 

Identifying employees' morale levels based their behavior and working style. 

Protecting employee morale by counseling and motivating 

Employees individual Climate Study

EMPLOYEE GRIEVANCE

Regular observation on employees to identify their problems before hand 

Conducting Monthly Reviews to identify employee problems at work place 

Prioritization of the problems based on the consequences 

Preparation of action plan and fixing the target dates for each problem based on priority 

Evaluation of various reasons and solutions for each problem 

Conducting brainstorming sessions as and when required 

Providing an amicable environment for employees to come up with their problems without hesitation 

MIS REPORT SUBMITTED EVERY MONTH

Submission of MIS HRMS on monthly and quarterly basis 

MIS updates on all HR activities such as Recruitments, Attendance, Performance Appraisals, Statutory compliances, Grievances, and Attrition rate etc..

Every Month Branch Visit as per schedule

EXIT FORMALITIES

Conducting Exit interviews 

Evaluation of reason for leaving and controlling the attrition

WELFARE ACTIVITIES

Providing Safety shoes and Uniforms to employees once in a year and monitoring whether they are wearing it on daily basis 

Monitoring that housekeeping activities are carried out without any confusion on regular basis 

Issuing employee Identity Cards 

Opening employees' salary (Bank) accounts 

Make sure that the food provided in Canteen is in a sound quality manner

ACHIEVEMENTS 

Successfully, formulated and implemented basic HR policies such as Attendance & Punctuality Policy, Recruitment& Selection, Leave Policy, Employees Travelling Policy, Performance Appraisal Policy, Salary Advance Policy , Issued Uniforms & Safety shoes to workers, Introduced Canteen System , No Dues, Full & Final Settlements etc. 

Successfully established basic HR systems such as maintaining employee database, personal files etc. 

Sr. Assistant – HR & Admin

S.P. Apparels, Coimbatore

From March 3, 2001 -  September 30, 2003

Job Responsibilities

:


Recruiting Casual Workers

Wage and Salary Administration

Time office Function

Maintaining statutory register and Records

House Keeping Maintenance

Controlling absenteeism and Employee Counseling

Discipline Management

Project – Staff

The South India Textile Research Association, 

From October – 1999 – February – 2001

Dept : Human Resource

International Training Programme Roles & Responsibilities:

I am actively involved in the co – ordination of SITRA’s   International Training Programme Period of 1999 and 2000 batch.  

Verification of records and office regular work

Preparing the class schedule

Arrangement of Guest lecture for International Trainees

Co – ordination of weekly sightseeing in local Temple and Museum

Arrangement of Lunch and Transportation facilities 

Academic Chronicle
Masters Of Social Work  ( MSW)
PSG Arts and Science College.

Course Duration: 1997 - 1999

Bachelor of  Arts  - Sociology, 

PSG Arts and Science College.

(Affiliated by Bharathiar University)
Course Duration : 1993 - 1999

Computer Proficiency:

Packages                               : Microsoft Office

Personal Profile:

Name                          

:   M.Raja

Date of Birth         

:   02.05.1972

Father’s name                 
:   V.Mayavan Manoharan

Sex                                       
:   Male

Marital Status                     
:   Married

Languages Known               
:   English and   Tamil 

Traits

Assertive, Quick Learning, Proactive, Adaptability, Communicative, Decisive, Motivated, Goal-Oriented. 

DECLARATION

I hereby certify that the information furnished by me is true and correct to be the best of my knowledge and information. 

                                                                                                                                        Yours Truly











    ( M.Raja )

Place: Coimbatore

Date: 

