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Current Location: Dubai 
Visa Status: Visit Visa


EXECUTIVE SUMMARY: 
A multi-skilled HR professional with six years of functional experience in HR and Administration. I have good experience in Administration and HR Generalist roles and also handled complete life cycle of recruitment and conducted many recruitment drives. Can work effectively both as a team member (individual contributor) as well as Team Leader.
WORK EXPERIENCE:

ARABTEC CONSTRUCTION L.L.C.


Position: HR-Administrator
Duration : July 2012 to January 2015 
· Develop with line managers HR planning strategies which consider immediate and long-term staff requirements,

· Receive, review and shortlist resumes for administrative staff hiring requirements,

· Conduct interviews and prepare assessment reports to forward to H.O., maintain records and follow-up,

· Maintain backup pool of resumes for future requirements,

· Handling employee induction and orientation process,

· Conduct annul Employee Performance Appraisal,

· Coordinate with Logistics department for hiring technical staffs for site (Foreman/Charge hands),
· Source resumes for staff hiring through employee referrals and incoming mails and faxes,

· Maintaining quality service by following organization standards,

· Dealing with grievances and implement disciplinary procedures,

· Conduct exit interviews,

· Interpreting and advising on labor law,

· Prepare reports for management reviews,

· Provide administrative support to ensure day to day  operations are maintained in an  effective, up to date and accurate manner,

· Maintain confidential records and files,

· Maintain record of decisions,

· Prepare documents and reports for routine office operations,

· Receive Site Incident reports from Safety Manager, prepare reports as required by Administration Manager,

· Coordinate with H.O. and Legal Department as required by Administration Manager for issues related to Site Incidents,

· Receive, review and update records of staff leave extension request and forward the same to H.O. after approval from Div. Administration Manager,

· Receive, review Absconder’s list from H.O, prepare release documents to ensure that the subject employee is removed from manpower records,

· Drafting specified correspondences (memos and e-mails) pertaining to employees requests for air ticket claims and reimbursements,  accommodation allowances, transport allowances, contract renewal etc.,

· Coordinate with all departments and H.O. to ensure smooth flow of routine activities. 

TECHNOMINE PVT LTD.

International BPO (US process) Debt recovery services

Position: Assistant HR/Team Leader
Duration : September 2008 - February 2012

· Handled a team of 50 customer service representatives

· Dealing with international clients (US based) and maintaining good customer relationship.

· Provide best debt consolidation solutions to the customers.

· Troubleshoot problems and queries which affect the smooth running of office.

·  Planning and scheduling meetings, appointments, organizing and maintaining paper work for the same.

· Recruit new employees to meet the company manpower requirements.

· Training and developing new employees.

· Tracking employee performance.

· Managing performance of the team and ensuring that the team achieves monthly targets.

· Preparation of salary statements and calculation of monthly incentives.

· Maintain employee attendance and records.

CAPABALITIES:

· Willing to Learn and Adapt to New Opportunities and Challenges.

· Good Interpersonal and Communication Skills.

· Strong Leadership Qualities and Organizational skills.

· Determination, Dedication and Discipline.

· Ability to Work in a Team with Diverse Backgrounds.

· Strong Commitment towards Quality.

EDUCATIONAL QUALIFICATIONS:

· MBA from Sikkim Manipal University (specialized in HR)

· BBM from Bharithiar University (specialized in Business Management)

PROFESSIONAL QUALIFICATIONS:

· IELTS (Jan 2012 band score: 7.0)

·  Certificate in Advanced Accountant 

       (Tally, Peachtree, Quick Book, and Manual Accounting)

COMPUTER SKILLS:

· Operating Systems: Dos, Windows 95, Windows 98, windows XP, Vista, Windows 7, Windows 8.
· Interfaces: Office 365, Outlook 2013.
· Other Soft wares: MS Office, Tally, Peachtree, QuickBooks     
SKILLS:

· Good Communication Skill 

· Excellent customer service skills

· Excellent Negotiation skills

· Ability to meet tight deadlines.
PERSONAL DETAILS:

· Date Of Birth

:
January 13th 1986

· Sex


:
Male

· Nationality

:
Indian

· Marital Status

:
Married

· Languages Known
:
English, Hindi, Malayalam, Tamil and Gujarati

· Visa Status                  :           Visit Visa    
REFERENCE:

Reference will be furnished upon request.
DECLARATION:

I assure you that the above furnished information is true to the best of knowledge.
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