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CURRENTLY IN DUBAI ON VISIT
To,

The Human Resources/Administration Department,

Dear Sir/Madam, 
The ability to work as a team player, meet deadlines and go the extra mile, together with my penchant for detail have contributed to my success in HR/Admin and Accounting in my home country India, and outside in Brunei Darussalam. Armed with overall 2.5 years of work experience and a TEFL certification (training), has molded me to work successfully with cross-cultural environment and standards, will demonstrate in me giving a balanced and worthwhile contribution to your organization and to be an ideal candidate for Human resources management openings.

What I bring to your organisation includes, but is not limited to, the following:

· My excellent communication and interpersonal skills for building relationships with recruitment agencies, clients and team members, listening to their needs, providing workable solutions, and making independent decisions.

· Increase higher employee retention through selective hiring process and benefits negotiations.

· Recruitment process right from job posting, co coordinating with agencies, pre- screening, cold calling, initial round of interviewing to assisting employees in hiring the right candidate for the company.

· Skilled in SAP and MS Office, for employee data management, payroll, and employee and jobs tracking.

· Experience in leading teams, and managing and training people – a skill that I believe is very important for a human resources role.

· Accounting knowledge, will contribute in multi-tasking and assisting with commercial operations as well.

The belief to be an asset to your company, I would like to be given a chance to prove my abilities. My resume’ will further demonstrate my skills and experience.  Available for immediate joining and relocation.
Contact me at your earliest convenience and I would like to invite you into a mutual “interview of the minds”.
Thank you for your kindest time and consideration and hope to hear from you soon.

Enclosure: Resume’

CURRENTLY IN DUBAI ON VISIT
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DATE OF BIRTH: 26th Oct’1988

NATIONALITY: Indian

LANGUAGES KNOWN: English, Hindi, Tamil, Malayalam
, and Malay (Basic)

MARITAL STATUS: Single

EXPERIENCED HUMAN RESOURCES/ADMINISTRATION AND ACCOUNTING PROFESSIONAL
Seeking a position in Human resources management or administration, and simultaneously aiming to be a strategic problem-solver who envisions smart solutions and executes with urgency across all levels for benefits of the organization.

CORE COMPETENCIES
*Recruitment & Employee Relations   *Organization Development *Training & Development *Staffing Requirement                                                                                                                                                                  *HR Policy Design *Compensation & Benefits Planning *Employee Visa procedures
*Safety Training *Team Building *Accounting & Commercial Operations

TECHNICAL SKILLS

SOFTWARES            :         SAP FICO, SAP HR, SAP IS RETAIL, TBS ACCOUNTING, MARS HR & HRIS, Tally 9.0

PACKAGES               :    MS Office: Excel, Word, Publisher, Power Point, Photoshop, and excellent Internet research skills.

AREAS OF EXPERTISE IN SAP
· Creation of GL Masters, Cash Journal, maintaining field status Variant and posting keys in SAP FICO     

· Defining fiscal year variants, posting periods, Tolerance groups, document types and number ranges.

· Configuring charts of depreciation, depreciation areas and depreciation keys.

· Expertise in SAP HR sub-modules benefits, Organizational Management, payroll and time management.

· Adept in applicant tracking, employees data, and absenteeism analysis.

· Restructuring of costing, turnover analysis, and workforce utilization.

· General updating of entries of office expenses, reconciliations of cash in and out.

CAREER SNAPSHOT
· Worked as, CORPORATE DEVELOPMENT OFFICER (HR & ADMINISTRATION) at AIRCAT FORWARDING SDN BHD an Air and sea freight forwarding company in Brunei Darussalam, from 1st October’2013 to 24th March’2014.

· Worked as,  HR & ACCOUNTS OFFICER at SPENCERS RETAIL LTD a chain of retail stores in India, from 8th July’2011 to  30th August’2013.
PROFESSIONAL SUMMARY
Manpower / Recruitment:
· Define manpower requirements with all head of departments for the current and expected hiring (short & long term plans). Identify staff vacancies and recruit, interview and select applicants.
· Plan and conduct new employee orientation to foster positive attitude toward organizational objectives.
Employee Relations:
· Manage all internal selections, transfers / promotions, and any other form of staff movement.
· Managing disciplinary related issues, including dealing with understanding grievance procedures and terminations.
Training and Development
· Identify, Analyze and Implement training needs to design employee development, language training, job and career, health and safety training programs.
Compensation & Benefits: 

· Manage all compensation and benefits practices, design new policies to maintain a competitive pay position and build recommendations for annual compensation and benefits reviews for the Group. 
·  Initiating and finalizing monthly payroll before it is released.  
Policies & Procedures:

· Advise managers on organizational policy matters such as equal employment opportunity and harassment, and recommend needed changes.
· Arranged events, celebrations, hospitality, purchase supplies to ensure the smooth running of the organization, on a day to day and as required basis.

· Handled all immigration process for employees in company, including maintaining records and also preparation of documents to embassy and also due coverage of visa permit deadlines.

Accounts & Commercial Operations

· Cash reimbursements and expenses administration of stores: 3 Hyper’s, 3 Super’s, 27 small stores and employee reimbursements at regional office.

· Independently handled the accounts at Spencer’s Retail Ltd viz: Conversant with Cash Book, maintenance of petty Cash.

· Concessionaire vendor management: concessionaire agreement verifications, new concessionaire enrollment, vendor reconciliations and preparation of MIS report, also issuing of vendor payments.

· Handled general sales tax sector: Issuing of CST (central sales tax), APVAT (value added tax) waybills, C-forms and maintaining peerless records on the same.

· Store support: Verification of customer credit/debit card issues: double swipes, charge backs    (involves resolution of disputed transactions in lieu with scheme regulations), wrong swipes successfully solving them, and gain customer satisfaction.  

EDUCATION
· Graduation in Bachelor of Arts: English as Major from CMJ University, India.

· Acquired TESOL (Teaching English to speakers of other languages; equivalent to CELTA certification), from American TESOL Institute. India.

DECLARATION
I hereby declare that the details furnished above are true to the best of my knowledge.

