[image: image2.jpg]




CURRICULUM VITAE

	[image: image1.jpg]Profile Score

>/\Gulfjobseeker.com

Helping you to search bestjobs & talent sice 2002!
REGISTRATION FORM (JAN 2015)

|S-01-2015

Date

s |89 B82-G

Profession / Speciaity

Industry / Projects

T HAR AN B loR

Nationality Place of Birth / City of Origin
Gender & Male [T Female Marital Status FSingle O Married [ Separated
Religion M‘) N> Birth date ( DD-MON-YEAR) Vo ~10 ~ 188

Mother Tongue Hive | Other Languages E\ L‘lg}‘, M}Nd7 & (/1 Ckrh'v
v

Languages

Qualification

%&& DT’ISZ"QIW@#D P(/Oﬂ\(’ wHR W\J&”W 'y Q.gg. CO”FVJ“ era
- ‘2— Yearsj; Months

Gulf Experience Years Months Total Experience

0 ves &o O Yes & o

Gulf Driving License Do you have own car?

Visa Status BV pi8 M_Ptb Yy 20IS

it O Employment [ Dependent Visa Validity Date

Employment Status Egnployod back in Home Country O Employed in Guif [ Job Less-Unempioyed

What is your arrival date in Gulf Country?

"6’“‘ (bgo 2@1\.1 What is the reason for your Job Search? W\O Te V‘(’Jq; “\J Cxweet|

How many jobs you have applied so far? How many interview calls you have received so far? g CVen -

. {TPZJJ\) :I’dDS

Last Drawn Monthly Salary Salary Drawn Per Day

Currency }NR Value 20’(,’03

| VR éte. el

Expected Salary Currency A’FD value "5 S00 00 Bank Statement. Erditer Letter eontract
How much notice period you w»H noid to join new position? I?ﬂ.,an Join Immediate [0 1Week [11Month [J___

Gan Bein Trmed) ai
Do you have any kind of health condition whic Can hampey you to scrfo m your duties? Ei(st’tc work O Yes

fanTatat:d

Do you have any kind of outstanding loans / finance / credit card facilities to repay? 2 o Yes_ _NO_
Do you have any kind of civil or criminal cases pmc!mg ammft you in any courts? @& Ro [ Yes NO
What is your talent? Describe i m detml e L@ i u”‘l‘“@' &),5 Qm(ﬁy\ M w e M‘L e

i\ a Cee % ared
Mg\/ﬁﬁuﬂf e

/hu?f‘ v&ﬁ WAW’
Chow my Lt

40 @l %(m A’f&%ﬁ

PCL Certificate

Guif Expenence

High Academic Srcres - Mark Sheet

Worked 2+ yrs with employer

Fitness Certificate

Gulf / intl Driving License

Post Graduate & Above Education

Promoted in Previous Joh

IT Literacy

Arabic Proficiency

On Job Training Certificates

Awards or Appreciation

[ELTS Proficiency

Experience Verified

Bonus Score

0

+ Guif Score

+ Education Score

+ Experience Score

Based on documents verified by our HR Assistants the candidate has achieved total score points of

= Total Score

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



                                                                                                      

	To gain greater insight into the field of Human Resource Management (HRM) by way of exposure to real work atmosphere in a well-established organization. Also, to seek a challenging career in the field of human resources and to channelize my abilities towards individual, organizational and societal benefits which will add value both to me and to the company


	Summary of Skills & Experience 

	· Have experience in Human Resource Arena and have acquired know-how in the areas like Recruitment & Selection, Induction, Performance Appraisal, Training needs, Compensation & Benefits, Employee’s State Insurance (ESI), Employees personal records, Leave details, Attendance, Employees training records, Manpower Report, Payroll Processing,  Responsible for Office 5S, Prepare Appointment Order for New Joining.
· Be candid and honest, but also have the wisdom to be diplomatic when required.
· Highly flexible and adaptable contributor, adept at meeting deadlines. 
· Skilled leader with the ability to develop teamwork and achieve superior results.
      Resourceful, goal oriented, possess strong organizational, communication and analytical skills with ability             

      to work under pressure and multi task in a fast paced environment. 
·  Facilitating Recruitment and Induction. 
· Facilitating Training and Development programs. 
· Measuring Effectiveness of Training program. 



	Proven Job Role & Responsibilities

	Organization: Reputed Firm, Chennai – India                                                       
Job Title       : HR Assistant 
Period         : Jan, 2013 to April 2014
Role & Responsibilities:

PRIMARY

Human Resources
· Analysis of manpower Requirement.
· Drafting ads, screening CV’s and maintaining records co-ordination with placement agencies.
· Coordinating in Recruitment & Selection matters
· Taking HR Round Interview & Salary negotiation
· Responsible for complete joining and orientation formalities of new employees.
· Maintained Database and Personnel File:
- Prepared offer and appointment letters and annual track list of increments and confirmations of employees.
· Wage compensation structure –administration, fixation & Negotiation.
· Prepared Job description for various positions.
· Co coordinating in Pay Roll Compensation, attendance & maintaining the Leave record of the employee.
· Maintained resignation records, ex-employee dues; processed resignations with respective department heads.
· Processed the exit interview, full & final settlement and released service certificates after ensuring that the employees owed no dues.
· Assisting in office administrative works for department.
· Handling the queries of the employee pertaining to the ESI.
· Involvement in the welfare policies like anniversary & birth day gift distribution, reward & recognition etc.
Coordination in Motivation Scheme
· Suggestion scheme, Attendance Reward, Appreciation letter, Organizing Annual functions and sport activities.

SECONDARY

Industrial Relations 

· Implementation of IR processes and Practices viz. Employee Benefit Schemes such as PF, Medicalclaim Policy ESI, & Bonus etc.
Grievance Handling
· Related to Payroll, Increment, overtime, and other Labour problems

Time Office Functions
· Prepare HR reports and presentations like Manpower reports, Overtime & late coming reports, Absenteeism Reports of on Roll and Off Roll Employees etc.and Preparation of Daily Report of Manpower & On Roll Employees Updating in Meeting point.
· Off Roll Manpower Management, this includes framing of contracts with a legal perspective and verification of wage bills etc.
· Salary and Wages administration, which includes Salary advice, Overtime, Full & Final settlement and Mandatory compliance etc.



	Organization: Yoe Yoe Electronics PVT. LTD Chennai – India                                                       
Job Title       : HR Assistant 
Period          : Jan 2012 to Dec 2012
Company Profile: A leading Electronics Parts like AC Copper Tube, Regrigerator Parts, AC Parts & Car Doors with Plastics. 

Role & Responsibilities:

· Manpower Headcount, Attendance Reporting to GM & MD, ESI, Overtime Report, Employee Records, Leave Records.

· Outdoor Duty for Office, Administration works for Office.

· Coordinating with the Senior HR & placing the right candidate for Interview. 

· Arranging Transport Facilities

· Monitor, maintain and report the staff attendance.

· Responsible for arranging canteen facility Tea & Snack
· Giving Instructions to Security and Housekeeping Personnel
· Responsible for Job posting in various job site like Naukri


	Computer Proficiency

· Basics (MS-Words, MS-PowerPoint, MS-Excel, ERP - Indent Making ) Internet Concepts

· Operating System     :   Ms - Dos/Windows 98/Windows 7 & 8/2000/2003/XP/Vista

· Type writing in English Senior Grade
Educational & Qualification  

Post-Graduation
Human Resource Management (PGDHRM - Alagappa University, Tamil Nadu , India)
Graduation 
BSc. Computer Science(Thiruvalluvar University, Vellore, India)
Additional Training Courses



SAP - HCM
· Personnel Administration (PA)
· Organizational Management (OM)
· Time Management (TM)
· Payroll (PY – India)

	Personal Information

	Nationality

:

Indian

Marital Status

:

Single
Date of Birth

:

16th Oct 1988
Languages Known

:

English, Hindi and Tamil
Driving License

:

Holding Indian Valid Driving License
      Visa Status                                    :    Visit Visa
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To be provided on request.
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