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M.REVATHI						     E-mail: revathidrizzle@gmail.com  

Mobile: 73395 43600 / 88258 36989

Profile Summary: 
Experienced in Human Resource Management in Following Areas
** Payroll Management
** Statutory Management
** General HR and Administration

Total Experienced: 11 years
Current Employer: Madras Infra
Period: Apr’2024 – Till Date
Designation: Manager – HR & Admin

Previous Employer: NR Raghuram & Co (Land & Building Valuation)
Period: Oct’2023 – Apr’2024
Designation: Manager – HR & Admin

Previous Employer: Firebird Institute of Research in Management
Period: Sep’2021 – Feb’2022
Designation: Assistant Manager – HR & Admin

Professional Summary:
1. Payroll Administration:
· Overall in-charge for payroll and compensation related activities, statutory compliance EPF, ESIC, PT.
· Maintain the employees database, Joining formalities
· F&F Settlement process, Mediclaim Database 

2. Administration:
· Overall in-charge for whole campus including Electrical, Plumping, Transportation, Hostel incharge, Quarters maintaining, Security shift roaster & Canteen Management.
· Ordered and maintained accurate inventory to optimize efficiency.
· Handled office cash receipts & petty cash drawer, Invoice & Payment processing, Stationary maintenance. Coordinated Meetings & Inter College Events.
II. Previous Employer: KCP INFRA LIMITED
Period: Feb’2021 – Sep’2021
Designation:  ASSISTANT MANAGER – HR

II. Previous Employer: LG BALAKRISHNAN & BROS LTD. (ROLON)
Period: Oct’2018 – Feb’2021
Designation:  OFFICER - HR
RECRUITMENT 
MANPOWER REQUIREMENT
· Receive the manpower requirement from the concern HOD through the manpower requisition form or email with job description for replacement / additional vacancy.
· Ensure the job description contents the required years of experience, qualification, mandatory Skills, roles and responsibilities and replacement details.
· Post Interview Process, Joining formalities, Induction, Medical Test.

PAYROLL PROCESSING
· Payroll Processing for Contract Employees along with Abstract & Bill generation.
· Credit advice sent to bank for salary disbursement.
· Exit-process for company & contract employees.
· Gratuity, Ex-gratia for all plants & Contract Labours.

III. Previous Employer: Trekone Consulting Group
Period: Aug’2015 – Oct’2018
Designation: Executive Operations
Payroll Management: 
Responsible for running payroll for 1000 staffs on a monthly basis.
Dealing with different clients for payroll with different payment cycle.
Monitoring of new hires, terminations and various status changes.

Same uploaded into the Payroll software, sending Payslip.

Received Activation details from Zonal office and calculate incentive as per their achievements.
Statutory part:
Generating UAN numbers & ESI numbers for new employees.
Generating of MICR & ECR for statutory payments on time.
Uploading of PMRPY on time.
IV. Previous Employer: ABT Industries Limited (Automobile Division)
Period: Aug’2010 – Nov’2013
Designation: Assistant HR
· Recruitment, Salary Process, Leave Management Performance Appraisal, Bonus preparation
· Statutory Compliance
· Other Administration works 

IV. Previous Employer: R-Zone Security Solutions
Period: May’2009 – June’2010
Designation: Administrative Executive
Academic Profile:
	Qualification
	Institution
	University
	Year of Passing
	%

	MBA (HR & Systems
	DMI College of Engineering
	Anna University
	2008
	69%

	BCA
	PSG college of Arts & Science
	Bharathiyar University
	2006
	75%

	12th
	VLB Janakiammal Hr.Sec School
	Matriculation
	2003
	79%

	10th
	Gnanambigai Matriculation School
	Matriculation
	1999
	56%



Personal Details:
Husband Name		: M Hariharan
Date of Birth	        	           : 31.05.1985
Language Known		: Tamil, English (Read, Write and Speak)
Permanent Address	           : No.35, Palaniappa Nagar,
                                               Kulathupalayam, Kovaipudur,
                                               Coimbatore 641042.
Declaration:
I hereby declare that all the information provided above is true and correct to the best of my knowledge and belief.
Date	:
Place	: 																				      	      (M.REVATHI)
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