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Profile:

Graduate with good computer skills, having (Industrial Training Institute) Technical Trade Certificate and holding 8 years experience(8years Gulf Experience) in the field of Education, Construction& Banking as aHuman Resource/Administration &PR.After learning about society in Dubai with the experience I had, I can assure you that I can perform my job independently &I am confident that I can perform the job independently and as a part of the team.Dedicated to learn& earn with the latest technologies. I can maintain high quality standard with dynamic, adaptable, committed reliable & confident nature.
Objective:

            To work with prestigious global organization, where enthusiasm and hard work wererewarded, and want to add momentum to my career.

Professional Experience:
1.Working for Holdings Group in JLT as a  Group  HR , Administration  PRO Since Jan 2013 to till date.
Responsibilities:
· Handling Visa and Documentation needed in Immigration, and all Online Portal works related in, JAFZA (Dubai Trade)DPS (Dubai Police Protective System ) and SAIF ZONEother Government Departments here in UAE.
· Ensure all Trade Licenses, visa, medical and labour permits are up to date and arrange timely renewal

• Represent the company with free zone and government authorities and manage the relationship effectively.
• Manage immigration and labour processes for employees and their dependents, collating employee’s documents, accurately preparing applications, applying for entry permits, employment visas, labour cards, residence visas and collecting documents.
• Manage the renewal of visa process for employees and their dependents to avoiding expiration or travellimitations.
• Manage the cancellation of visa process for employees and their dependents to ensure visas are cancelled.
• Liaise with the Company attestation provider to arrange attestation of employee certificates and arrange attestation in the UAE with the MOFA. ie IRAQ, Afghanistan, Angola, Tanzania and other visas
• Guide employees and their dependents through immigration and visa processes, ensuring that regular updates are given, a transparent process is communicated and followed, enquires are managed promptly and efficiently and a best in class level of service is delivered.
• Provide advice to employees on local authorities and government bodies’ processes such as housemaid residence visas, driving license, liquor license, car registrations.
• Maintain employee HR files, electronic and hard copy, with up to date copies of passports, visas and immigration information.
• Manage the addition of new joiners to benefits schemes and communicate information to global HR administration teams.
• Maintain an up to date database of passports and residence visas.
• Produce letters for employees required to be drafted in Arabic from DMCC and SAIF ZONE.
• Provide support to the HRBP team with HR administrative tasks such as producing employee letters required for government authorities and contribute to the effective operation of the office.
• Accurately and efficiently manage expenses related to immigration and labour processes in line with Company policy.
• Keep up to date with and communicate changes in labour and immigration rules and procedures from the freezone and government authorities.
• Assist other functions at the company in managing processes with the freezone and government authorities including permit applications, trade licenses and company registration renewals.
• Maintain confidentiality and security of Company and employee documents.
• Ensure that all work is undertaken in compliance with the systems, structures, standards and policies set by the Company.
Reporting Relationships & Interactions
• Reports to the Director, Human Resources, based in Dubai. Works closely with the Dubai based HR Function particularly the HR Business Partnership team and the Talent Acquisition Team. Interaction with the HR Total Rewards - Mobility Team, Dubai Office Administration and Facilities Teams.
• Dubai based employees at all levels are stakeholders for this role as residence and employment visa services will be required by all employees. Coordination with employees and their family members will be required. External stakeholders include UAE government authorities, TECOM freezone and the attestation provider.
2.Worked forPrivate office of HH Sheikh Issa Bin Zayed Al Nahyan(ABU DHABI) as anAssistant Manager HR, Admin PRsince May 2012 to Dec 2013.
Responsibilities:

Role is to undertake all the activities for official submission / collection of application approval and timely processing of various legal documents.

  -         Collect and provide periodical updates from the government authorities on all Labour and immigration rules to keep the HR department abreast of the changes in the rules and procedures.

-         Submit, follow-up and collect all new employment and business visas to ensure that the visas are processed on a timely manner to support the business.

-         Renew, update, and maintain all employees and their dependants’ visas, labour cards, and labour contracts in a timely manner to ensure that company’s records are up-to-date in the labour and Immigration Departments.

-         Deal with general enquires regarding PRO functions promptly and efficiently to enhance the level of department service.

-         Provide service, support, and assistance to new and existing employees on their requirements such are driving license, car registrations, accommodation and legal requirements to ensure that PR services are provided as required.
-         Renew, update, and maintain the trade licenses and other government certificates of all company’s legal entities in the UAE to ensure that the documents are up-to-date.

-         Renew and maintain all company’s leases in the UAE before its expiry, which includes offices, company apartments.

-         Assist departments in resolving any issues related to company vehicle registration and renewals to ensure that PRO services are provided as and when it is required.

-         Obtain visas from other Embassies in UAE for staff members for their business travel.

-          Arrange processing attestation of employee qualifications as required

-         Accurate preparation of documents according to the requirement of the legal authorities. - Maintain confidentiality and security of company and employee documents at all times.

3. Worked as a Client Service Executive for PAMCAL FZC LLC,Dubai Outsource Zone, DUBAI,1st Nov 2011 to 30 Apr 2012
Mode of Work: Call Centre CPV&Field Verificationfor FGB, ADCB, Samba Bank, CITI Bank & Mashreeq Bank.
4. Worked for M/S Solomon Group of Companies,Solomon Contracting LLC, Dubai,& Shj Br,Solomon Academy, Progressive English School LLC.As a Group Admin/HRCoordinator(July 2007 to June 2011)

Responsibilities:

· Attending the front office calls, & calls forwarding.
· Document controlling (Inflow & Outflow). travel arrangements
· Co-ordination with subordinates,Coordination with office work.
· Assisting in all PRO works(Familiar in all PRO related works).
· Transport arrangements for school and construction.

· Coordinating with the Engineer.
· Sending Enquires, quotations, checking invoices, Preparing Pos & LPOs,

· Giving information to the Purchase Department about stock & requirement.
· Preparing Sub-Contract agreements.
· Payroll,  Compensations & Benefits Management , Medical Insurance
· Effectively resolves employee queries, in relation to visa, health insurance, and various statutory and administrative issues.
· Handling Recruitment, Selection & Job Descriptions, Job Grading maintenance, Disciplinary and Grievance process , Monthly reporting 
· Effective Personnel Administration Management (Staff files, leave, attendance records, loans, Transfer, leave, Sick leaves, vacations, Redundancy, Terminations & Replacement.
· verify and check compliances of camp on a day to day basis
· Camp Administration, Planning & Implementation, Safety inductions to workers
· Rooms allotments as per company procedure,  Accommodations for new arrivals
· Any sick people arrange medication/transportation,Camp maintenance.
· Preparing DM cards; Uniforms, Assisting management with stationary and office requirements; Performing data entry and order support and necessary filing for pest control, staff, Dubai Municipality and Economic department etc.
Major ProjectsWorked in:-
1. G+3 AL QUOZ 3 Labour camps
2. DIFC Empower Cooling Project done with VOLTAS LIMITED (Civil & Painting works)
3. Worked with ALEC Contracting renovation project at One & only Royal mirage Hotel
4. Extension Bldg of Progressive English school SHJ  G+1, 40 Rooms

5. M/S Ameda Technologies,Hyderabad, India.

Office Assistant(Feb 2000 – May 2007)
Educational Qualifications:

Academic: BA (Bachelor of Arts from Nagarjuna University, India)
Technical: ITI (All India Trade Certificate from Delhi, India)

Driving License :UAE Light Motor License(Automatic)
Skills:
Good Knowledge in Ms-word, Ms-excel and other administration software. Well versed in online working procedures on Internet.Can Read Engineering Drawings.
Personal Profile: 
Date of Birth                03/07/1972

Marital Status                 Married

Sex                             Male

Nationality                    Indian
Languages Known         English, Hindi, Telugu,Tamil
Visa Status                            Employment (DMCC Free Zone immigration) 
Reference                                                    Can provide up on request
Based on the above stated qualifications coupled with relevant experience, I confidently submit my 
resume for your kind perusal and consideration. 
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