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;\Gulfjobseeker.com

Helping you to search best jobs & talent sice 2002!
REGISTRATION FORM - RENEWAL

Date 0 S (7“”! }/0/5 CV No / O 6 (? q_g Recent Photograph

Profession / Specialty HR

Industry / Projects Any ,Z/i/' DUVs V-Ky

Nationality ORI L ANKEAN Place of Birth / City of Origin | m ALATEAGAMA

Gender «'Male o Female Marital Status o Single v/ Married o Separated
Religion 192 Am Birth date ( DD-MON-YEAR) O~ b ~ /750
Languages Mother Tongue ¢ a HALA | Other Languages ENGLICH

Qualification S CA/L) £xAMm PO HRM e PR

Gulf Experience Wg_%_, Years _© € Months | Total Experience o8  vYears _ () ___ Months
Gulf Driving License # Yes w© No Do you have own car? o Yes ¥ No

Visa Validity Date D 2EM or Y 20tf | VisaStatus q/\/isit o Employment o Student o Dependent
Employment Status Z Employed back in Home Country o Employed in Gulf o Job Less-Unemployed
Last Salary Drawn C CLR | Veus 200c0 | Last Salary Verified o Offer Letter o Contract
Expected Salary AED| Voo G Soo | =Salary Increment Letter o Pay Slip o Statement

How much notice period you will need to join new position? \=Can Join Immediate o 1 Week o1 Montho

Do you have any kind of health condition which can hamper you to perform your duties? a/Fit towork o Yes

Do you have any kind of outstanding !eans / finance / credit card facilities to repay? v’ No o Yes,

Do you have any kind of civil or criminal cases pending against you in any courts? < No o Yes
b4 Y g

What is the reason for your Job Search? CALEEL DEVELOPMEA T

How many jobs you have applied so far? 1O How many interview calls you have received so far? 02

What is your talent? Describe in detail.
Quick LBARNEL Good TEAM PLAYER , 680D LILTVER G00D LE—AEDEQ/ GooD AECOTIA ~
,

TR PLOACTIVE THINKER

Guif Experience ' High Academic Scores - Mark Sheet I Worked 2+ yrs with employer ,

Guif / intl Dr

License Post Graduate & Above Education \ Promoted in Previous Job

¢ Proficiency On Job Training Certificates Awards or Appreciation

IELTS Proficiency Experience Verified
Bonus Score i +Gulf Score | | +Education Score 2 + Experience Score l
Based on documents verified by our HR Assistants the candidate has achieved total score points of | = Total Score b

To Interview this candidate please contact Gulfjobseeker.com Office Phone No 04-3970978





Career Objectives


· Seeking a suitable position which will allow me to apply my professional knowledge, experience and education to assist the company in the accomplishment and achievement of its goals and objectives.
Working Experience 


· I have worked as a HR / Payroll Executive at Sri Lanka since 07th March 2011 to 24th November 2014. 
Job responsibilities,
· Payroll Management. Preparing monthly Salary for around 650 employees (using PayMaster & Hsenid HRIS)

· Conducting Recruitment & Selection process

· Conducting induction training for new employees

· Grievance Handling

· Support to Performance appraisal and performance management process

· Manage and forecast all leave applications and attendances

· Maintaining and updating all Employees personal records and files
· Co-ordinating with Corporate Head Office

· Handling general HR administration functions
· Build and sustain good relationships with all Levels of Employees
· I have worked as a Sri Lanka since 24th September 2010 to 28th February 2011. 
· I have worked as a 19th September 2006 to 10th March 2010. 
· Co-ordination between branch office Human Resources and site office

· Co-ordinating and arranging site labourers and vehicles operations 

· Maintain daily attendances and leave records 

· preparing Monthly Timesheets for salary

· Reporting daily manpower and site working schedule to Project Manager 

· Maintaining all the personal records of site employees

· I have worked as a Sri Lanka since November 2002 to June 2006.  
· I have worked as a Sri Lanka since December 2000 to November 2002.

Skills and Aptitudes

· Quick Learner about new things and a good team player.

· Very good communicator and a very good listener.

· Very Good Leader.

· Very good negotiator.
· Proactive thinker and a smart worker.

· Self motivate person.

· Excellent ability to use MS Office package (Outlook, Excel, Word, PowerPoint)
· Good knowledge in computer troubleshooting and software installations
Language Ability


· English, Tamil, Sinhala
Other 

· Holding Qatar and Sri Lankan light vehicle driving licenses
Educational Qualifications

· Passed G.C.E. (Ordinary Level) and G.C.E. (Advanced Level) Examinations
Professional Qualifications


· I have successfully completed Professional Qualification in Human Resource Management (PQHRM) at IPM Sri Lanka - 2013. 

· I have successfully completed Certificate Course in Human Resource Management (CCHRM) at IPM Sri Lanka - 2010.

· I have successfully completed a Computer Hardware engineering course at Raytronics Computers (Pvt) Ltd, at Kurunegala, Sri Lanka - 2001.

· I have completed the course of studies leading to the International Diploma in Computer Study course, conducted by the National Computer Centre (NCC) UK at IDM Computer Studies at Kandy, Sri Lanka - 2000. This is a one year full time course. 
· I have completed the course of studies leading to the Diploma in Computer Study Course in IDM Computer Studies at Kandy, Sri Lanka - 2000.

Personal Details



1. Date of Birth
:
June 01st, 1980


2. Nationality
:
Sri Lankan

3. Religion
:
Muslim

4. Marital Status
:
Married

5. Visa status
:
Visit Visa

