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Professional Summary
HR professional with 12+ years of experience in employee relations, recruitment, onboarding, welfare, compliance, and benefits administration. Proven expertise in handling HR operations, ensuring compliance, grievance handling, and driving employee engagement initiatives. Committed to supporting organizational goals through effective people management.
Experience
Vadamalayan Hospital, Dindigul – HR Administrator
Feb 2025 – Sep 2025
• Recruitment, employee grievance handling, personal file maintenance, NABH indicators file management.
Carnation Creations Pvt Ltd – Labour Welfare Officer
Sep 2024 – Jan 2025
• Handled welfare for 600 employees.
• Conducted committees & maintained compliance records.
• Attended customer audits.
• Grievance handling & counselling.
• PF & ESI registration and follow-up.
• Addressed employee queries related to PF/ESI.
S.P. Apparels Ltd, Coimbatore – Labour Welfare Officer & HR Admin Supervisor
Jul 2021 – Mar 2024
• Managed welfare for hostel and local employees.
• Conducted committees & maintained training records.
• Organized induction training & attended customer audits.
• Handled grievance & counselling sessions.
• Oversaw first-aid room operations with nurse support.
• Managed payroll (weekly & monthly).
• PF & ESI registration and follow-up.
• Maintained personal files & wage records.
• Handled compliance-related documentation.
• Followed up monthly bills & petty cash.
• Enrolled new employees & updated records in system.
• Attendance management.
S.P. Apparels Ltd, Coimbatore – HR & Admin Supervisor
Jan 2016 – Oct 2020
• Handled recruitment & general induction.
• Managed increments, settlements, and HR reports.
• Maintained employees’ personal files in e-file system.
• Processed monthly salaries.
• Maintained HR records for COC compliance.
• Monitored transport & housekeeping.
• PF & ESI registration & follow-up.
• Managed time office updates.
Women’s Centre Hospital, Coimbatore – Scan Coordinator
Dec 2012 – Dec 2015
• Coordinated doctor & patient appointments.
• Maintained audit-related registers & files.
PSG Hospitals, Coimbatore – HR Assistant
Oct 2011 – Sep 2012
• Handled recruitment of doctors, nurses & staff.
• Maintained personal files.
• Managed ESI coverage for staff.
• Processed monthly salaries.
• Verified deductions & allowances.
• Handled performance appraisals.
• Issued appointment, relieving orders & service certificates.
• Managed settlements & increments.
S.P. Apparels Ltd, Coimbatore – Training & Development Supervisor
Sep 2007 – Sep 2010
• Conducted induction & external training programs.
• Maintained training records & reported to DM-HR.
• Supervised technical training & employee placement.
• Organized awareness classes on COC requirements.
• Handled recruitment, induction, increments, HR reports, salary processing, and performance appraisals.
Projects & Research
• Study on 'Nellai Online Services' – facilitated computerizing share services (Tirunelveli).
• Study on 'Effectiveness of HR Department' – PRICOL, Coimbatore (2005).
• Study on 'School Information System' – Little Flower Matriculation School, Tirunelveli (2003).
• Participated in seminars & interdepartmental competitions conducted by management institutions.
Skills
• Typewriting – Lower & Higher
• Proficient in Basic Computer Applications
• Strong Employee Relations & Grievance Handling
• Payroll & Compliance Management (PF/ESI)
• Training & Development
• Audit & Compliance Documentation
Education
Pursuing Final Year M.Phil. in Stress Management – Rathinam Institutions, Coimbatore
MBA (HR & Systems) – 2004-2006
Personal Details
Gender: Female
Marital Status: Married
Nationality: Indian
Languages: English, Tamil, Telugu
Current Location: Coimbatore
Declaration
I hereby declare that the above-mentioned details are true to the best of my knowledge.




