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Jeyapandi J
3/72, West street, Vathalpatty,                                               
 
Mobile No:9677633434 Nadakottai(post), Nilakottai(Taluk),
Dindigul (DT) – 624220.                                                                
E-mail: shreejpandi@gmail.com
Career Objective:
To be part of a role in an Organization that would help me leverage my managerial skills and my capabilities to do the best of my ability and to grow as an intellectual person by utilizing my knowledge with an Organization of repute.
Knowledge:
· Pay roll Management             
· Statutory Compliances
· Recruitment 
Key Skills:                           
· Employee Grievance  Handling
· Administration

Work Experience:
1. Executive - HR at KC+ Dodla Dairy Ltd, - Batlagundu,  

· Organization

  : KC + Dodla Dairy Ltd,
· Industry

  : Dairy     

· Designation

  : Executive – HR
· Duration

  : Feb 2012 to June 2023 

· Reporting to

  : Regional – HR 
· Role                               : Payroll Management, Statutory Compliance, Statutory Register

Maintaining, Annual and Half yearly Returns preparing, Licence Renewal (IF, Fire, Panchayath and Contractor) Manpower Allocation, ISO Audit handing and documentation, Internal and Management Audit handling, Emp. Personal file, Get Additional EB Power for New Chilling Center, Employee Grievance handling, Insurance, Admin & Employee Exit formalities, F & F follow up, PF & ESI, Security Wing Handling and Communication bills and Casual Labour Bill processing. 

Time Office Function
· Ensuring IN and OUT Timing of the employees
· Employee Late coming identification

· Manpower Cost analysis with Production Head

· Updating Daily Head count to all department heads & Top Management
· Maintaining Attendance register (Executives, Staff, Factory Staff and Workers) 
· Regulating Leave and Compensatory Off for the employees
· Following up & updating the employee Leave card (CL, SL, and EL) for payroll process
· Over Time calculation

· Generating Employee ID as well as the punch card for new joinees
Pay Roll Management
· Permission Slip and On duty Slip Verification  

· Employee Late coming deduction
· TDS Calculation & Coordination with Accounts Department

· Night shift & Travel conveyance calculation
· Attendance Incentive calculation
· Salary Advance deducted from employees if any
· Professional tax calculation (Yearly Twice) 
· Monthly- Salary Process for all the employees in Payroll software

· Distributing pay slips for the employees  
· Monthly- Salary Process for Temporary Staff
· Medical & LTA calculations for senior level employees
· Giving Labor Cost details to Costing dept. for each month  

· Exit Formalities
· Gratuity calculations for left Employees 
· Coordinating with PF & ESIC Formalities (Left Employees)
· Responsible for Left employees full and final settlement & its workings
Statutory Compliance

· PF & ESIC monthly uploading in the respective portal
· EDLI renewal annually

· Gratuity renewal annually
· Licence Renewal (IF, TNPCB, Panchayath)

· Handling Inspection (IF, TNPCB, ground water, Statutory PF & ESI)

· Conducted Health and Eye checkup for all employees
· Coordinating with the IR related issues during the employee Strike Period

· Maintaining & Responsible for employee personal files & Statutory Registers
Recruitment
· Discussing with the Managers regarding the department’s requirement
· Receiving vacancy list from various departments
· Preliminary interview verifying whether candidate meets job criteria in all respects and fixing final interview with respective department head along with sufficient waiting list were required
· Ensuring with the joining Formalities such as Documenting and verifying
Educational, Service Certificate for Previse Employee 
· Issue of Appointment Order and follow up until joining

· CTC working for new joiners 

· Maintaining proper database of each and every employee’s personal file
Employee Grievance Handling
· Maintaining relationship with employee & Resolving their problems  

· Responsible for all query related to Salary, OT and Attendance marking
· Resolving Canteen Issues.
Educational Profile:

· B.A (Distance Education) Political Science from Madurai Kamarajar University.

· Diploma in information technology from Sri Krishna polytechnic college- Batlagundu
· HSC from Government Higher Secondary School, Viruveedu.
· SSLC from Government Higher Secondary School Viruveedu.
Additional Skills
· MS – Office (Word, Excel, PowerPoint, Outlook)
· System Administration.
Strengths                                                     

· Positive Attitude

· Adaptability

· Disciplined 

· Proactive 
· Self motivated  
Professional Strengths                                                    

· Presentation skills

· Relationship building & A good team player
Language proficiency
· English   
: Read, write & speak

· Tamil

: Read, write & speak
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