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RAJENDRAN A	Mobile: 91+ 96777 39879
Email: rajendra.ayyadurai@gmail.com
 Professional Profile	
[image: ]Started my career as Human Resources Executive, with 10+ years’ experience in Human Resources Management Functions which entail Recruitment & Selection, Payroll & Compensation, Training & Development, Statutory Compliances & Benefits, Time Office, Buyer Audit with a view to Organization develop within the organization.
[bookmark: _GoBack][image: ]	Currently working as a HR Head in Prem Textiles International, Karur. Handling all HR, Compliance & Admin activities.
 Professional Experience	
Worked as a Senior HR & Admin Manager in Melvin International.
Period: July 2021 to June 2023.	
Worked as a HR Manager in Asia Cotton, (2019 to 2021) Karur. Worked as a HR Manager in SANMA APPARELS, Karur.
Period: Nov 2017 to June 2019

Worked as a HR – Manager in P.A.P. Exports, Karur. Period: May 2016 to Oct 2017

Business as a HR Consultant, Smart Consultancy, in karur.
Consulting: HR, ISO, OEKO TEX, SA8000, BSCI, SEDEX, WRAP, GOTS, Buyer Requirement. Period: Feb 2014 to May 2016

Worked as a Time Keeper in Sripathi Paper & Boards Private Limited.
Period: Jan 2010 to Dec 2013.
Worked as a Junior Processor in HDFC Bank, Salem.
Period: Feb 2008 to July 2009

Worked as a Executive HR in Sabare International Limited.
Period: Jul 2005 to Feb 2008

Overall Roles & Job Responsibilities:

· HR Polices & Implementation
· Implementation, Review & Reformulation Policies
1. Recruitment & Selection

· Identify Manpower Needs Vs Projected Manpower
· Coordinating Interview Process & Negotiation with the Candidates
· Monitoring Recruitment, Selection and Induction Process Monitoring Confirmation
· Analysis of manpower Requirement.
· Involving in sourcing through Referrals, Consultants, Job Sites, and Newspapers Ads for all Departmental requirements.
· managing the recruitment function for various levels ranging from Workers, Executives to Middle Level Management.
· Handling the maintenance, updating and reviewing of resume database and end-to-end recruitment process which includes sourcing, phone screening, scheduling interviews, taking personal interviews and negotiations, giving the offer letter.

Induction, Orientation, Training & Development
· Joining formalities & Orientation of new joiners to be conducted.
· Industrial Mission and Vision
· Coordinating & Executing Training needs for all levels of employees.
· Job Description of each individual with due coordination with respective HOD
· Preparing Training Calendar.
· Conducting Training program and other related activities
· Maintained Database and Personnel File
-- Prepared offer and appointment letters and annual track list of increments and confirmations of employees

3. Time Office
Prepare HR reports and presentations like Manpower reports, Overtime & late coming reports, Absenteeism Reports of on Roll and Off Roll Employees etc. and Preparation of MIS off Roll Manpower Management.
· Daily Attendance Strength Report
· Time card preparation
· Muster roll preparation
· Posting payroll process
4. Payroll & Statutory Compliances
· Responsible for entire payroll process nearly 1000 employees. (Staff and Permanent workmen)
· Responsible for Processing & Disbursement of Payroll & Reimbursement (such as Salary, Leave encashment, Advances, and other related aspects)
· Preparation and filing of statutory Forms i.e. Form 1, Form D, Form 15..ect.
· Maintaining Employees Manpower Report (Addition / Deletion) for Head count.
· Responsible for Processing Payroll & Generating Salary Statement & timely issuance of Employee Pay slip.
· Liaison with Banks for activation of corporate salary accounts.
· Handling all Payroll, Statutory
· Preparation of Monthly PF ECR statement, respective chalan, Annual Return of PF, IF etc.
· Maintained resignation records, Ex-employee dues; processed resignations with respective department heads.
· Processed the Exit Interview, full & final settlement and released Service Certificates after ensuring that the employees owed no dues.
· Exposure of statutory compliances under various labour legislations .i.e., PF, Gratuity, Professional Tax, Labour Welfare Fund.
· Salary & Increment Processing.
· Coordinating Salary and Full and Final Settlements
· Checking JVs, Reconciliation Statement , Reconciliation Salary
· Preparing and recommending Increment & Promotion

5.  Employee Relations/ Welfare:
· Conducted events like employee birthday etc.
· Coordinated employee welfare like transport and canteen and was involved in negotiating with the vendors for ensuring committed service.
· Resolved employee queries through interaction with them
· Employee relations / Grievance Handling
· Clarifying employees' queries about the HR policies.
· Employees at all levels are encouraged to convey grievances openly and directly with prompt action assured.
· Interacting with employees on regular basis.
· Handling all the queries related with salary slips, leaves, attendance, and reimbursements.
· Organizing company events.
· Sending Birthday and congratulatory emails to employees as and when as part of employee relations.
· Ensuring all welfare facilities to all employees (Permanent workmen and contract labours).

Grievance Handling
Related to Payroll, Increment…

· Employee Satisfaction Survey
	
	General awareness for the Survey.

	
	Explaining the Questionnaire for the Survey to the Employees

	
	Conducting the Survey

	
	Analyzing the Survey Feedback

	
	Presentation and Suggestion Survey results to the Employees

	
	Solving queries related to Policies, Procedures & Implementation.

	6. Social Compliances:
	


· Industrial Registration and Labour legislations Process.
· Apply for Audit Form relevant to the Confirmation Letter for Auditor Mail communication.
· Arrange to the Organization Instructions and sign Board
· Worker Training as prepared Training Calendar( PPE, Health & Safety, Environmental, Fire Mock drill ,Machine Safety, Environment Awareness ,General Awareness, General Security Awareness )
· Arrange All Committee ( Work, Grievance, Canteen, Health & Safety, Environment Inter Complaint Committee)
· Payroll as per Compliance Requirement
· Conduct Internal Audit & Take Corrective Preventive Action by Coordinating with Plant Personnel
· Monitor Compliance System to ensure their Effectiveness
· Arrange Technical Training ( Quality Control & Defect, AQL System, Knowledge Procedures, Complaint & Root Analysis Methodology, In-Line Quality Control & Defect Analysis
· Implement Buyer Code Of Conduct
· Supplier Communication Procedure.

Buyers Audit Handling: (Ethical Standard and Employee Standard)
· Wal-Mart (Ethical & C – TPAT)
· Target (FE, Social Compliance)
· H&M
· Social Accountabilities 8000:2014
· ISO 9001, 14001
· OEKO TEX
· BSCI
· SEDEX
· C – TPAT
· WRAP
· FSC
· BCI
· Higg Index
· iCS
· IF ,PF Inspection
· Global Organic Textile Standards (Gots)
· GRS, OCS
· Internal Audit
· Suppliers On site Audit

7. Performance Appraisal
· 	Facilitating the implementation of Increment, Incentive and other Remuneration Policies. Managing Appraisal process across levels; establishing framework for substantiating Performance Appraisal System linked to Reward Management





· ACADEMIC QUALIFICATION
B.com. (2004), National College, Trichy.

· TECHNICAL QUALIFICATION
Ms Office, Pay Roll Process @ VB & Foxpro, Finacle, Finware, Flexcube.

· LANGUAGES KNOWN
Tamil, English (Read, Write & Speak)



PERSONAL PROFILE:
Name	:	A.RAJENDRAN


Father’s Name	:	P.AYYADURAI
Date of Birth	:	17.07.1983


Gender	:	Male


Marital Status	:	Married

Nationality	:	Indian


Contact address	:	111Z/6,Ganesapuram,
Puliyur (po),
Karur Dist. 639 114

Declaration

I affirm that the furnished data are credible.

Loyal to my conscience,





Place: Karur.	Signature
Date:	(A.RAJENDRAN)
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