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Summary

I Anuradha Sunil having more than 4 years of Shipping experience and 4 years of Hospitality Experience. While working for Nico International I developed and implemented new Strategies, resulting in growth of a company. I am Professional in using most Microsoft office programs (MS Word, Excel, & Outlook). Personal flexibility in the work environment and retaining a Valid UAE Driving License. Well-organized with excellent time management skills. Ability to prioritise, to learn new skills and adapt to new environments and equipment. 
Education

Annamalai University, Egmore, Chennai, India, Tamil Nadu, India

MBA and Finance / HR, Graduated May 2007

Asan Memorial College of Arts & science, Chennai, Velachery, Chennai, Tamil Nadu, India

B.B.A., Graduated May 2004

Velankanni Matric. Hr. Sec. School, Chennai, K.K. Nagar, Chennai, Tamil Nadu, India

Higher Secondary School / Commerce, Graduated April 2001

Employment History

Dart Automation INC (Fujairah Branch), Fujairah Free zone, United Arab Emirates.
HR ADMINISTRATOR, 
Working as an HR ADMINISTRATOR from March 2014 to October 2014.

•Handled Recruitment from screening of resumes from job portals, Agencies and employee referrals

•Conducting the first round of Interviews and Organizing Interviews with managers for their approvals. Had opportunity for being in a Interview panel with managers.

•Drafting Offer letters, Job Responsibilities, Offer Summary and arranging paper works for visa processing.

•Preparing them for the Induction Training in various departments (meetings with other LOB’s, induction with QHSE & HSE, Introduction with staff and time keepers).

•Getting the Individuals to fill their New Joining and beneficiary forms, Opening Salary accounts.

•Looking into the needs and quires of the employees
•Conducting Training programs for employees according to grade levels. 
• Arranging of Annual and Half yearly parties.
• Checking of time sheets and working hours of the employees on daily and weekly basis
•Giving the Food and weekend Allowances according to timesheets and working hours
• Sanctioning of telephone bills and segregating them according to department wise.
• Arranging of off shore and port passes for day to day work to be carried out.
•Sending of Medical bills to the services provides so that the employees can reimburse their bills through Medical Insurance. 
Nico International, Fujairah, United Arab Emirates.
OPERATIONAL CO-ORDINATOR, 
Working as an OPERATIONAL CO-ORDINATOR from July 2009 to March 2014

•Updating the software JDE) with day to day Inquires and Email and Quotation 
•Opening the Job Numbers (JDE) on day to day basis for the job completed. 
•Inserting Time sheets for the Employees and making Food allowance and Week end allowance according to Time Sheet. 
•Updating Boat logs for the boats used for the day to day jobs done. 
•Sending mails and replies according to the request of the client. 
•Making Papers (immigration) for the Employees to start the following day Job. 
• Sending Occupancy Report, Supporting staff report, internal time Sheets, for the Time Entry Department. 
•Filing all the required email, Quotation, and the Purchase Order in the concerned Job files. 
•Dispatch all the Invoices, Report, corresponding document, CD/DVD to client when the Invoice is ready Through TNT, Aram ax. 
•Answering to employees quires when they have doubts on pay process, Food allowance, weekly allowances etc. 
•Attending the calls that are coming to our department by helping the client or transferring to my Officer 
•Typing reports and giving for the final copy to be made. 
•Closing the files that are to be closed at the end of the month by arranging the time sheet and calculating the work time. 
•Closing the files and putting them back for archiving. 
Had the opportunity to act as OFFICER for the Operational Manger when my immediate boss had been for vacation. 
•Handling the department by scheduling the day to day works 
•Coordinating with agents for the ETA of the vessel 
•Making the Quotation with the sanction of the Operational Manager. 
•Making invoices when the Job is completed. 
•Getting sanction for the Petty cash, Food allowance and the weekly allowances from the Operational Manager. 
•Sending replies of the clients
COUNTRY CLUB (INDIA) ltd, Guindy Chennai, Tamil Nadu, India
SR. HR EXECUTIVE, 
Worked as an Sr. HR Executive from November 2004 to November 2008
RECRUITMENT AND INDUCTION:
•Manpower planning & getting approved by the Board through Corporate Head HR. 
•Keeping track on the Budgeted Manpower. 
•Sourcing technical and non-technical professionals. 
•Identify areas of resource like Referral, Walk-in, Advertisement, Consultancies & Job portal. 
•Preparing the advertisement on current requirement in consultation with the concerned Departmental Heads. 
•Screening and short-listing the candidates. 
•Conducting preliminary HR interview. 
•Scheduling and coordinating the interviews. 
•Obtaining the feedback from the interviewers. 
•Filtering the candidates. 
•Selection of the right candidates as per Job Specification & Job Description. 
•Issuing offer letters and appointment letters. 
•Joining formalities and Induction programs for the candidates. 
PERFORMANCE APPRAISAL MANAGEMENT: 
•Initiating the performance appraisal process, coordinating with the heads of the department in performance evaluation. 
•Conducting Performance Appraisal workshop. 
•Providing individual performance with basic appraisal data. 
•Recommending for Increment/Special Allowance/Promotion. 
•Handing over the filled appraisal forms to the head HR for HR discussions. 
•Getting approval of the head HR and receiving salary revision letter accordingly. 
•Issuing Increment/Special Allowance/Promotion letters with General Feedback. 
Time office management: 
•Maintenance of attendance & Leave records 
•Posting of Leave entries in Muster Roll, Leave Register etc., 
•Processing of Leave Cards, Attendance Regularization slips, Late Coming slips, Permission slips etc., 
•Calculation of Annual Leave of employees and credit the same in the leave Cards. 
•Advisory Report on loss of pay, late –coming etc. to Pay roll dept. 
WAGE AND SALARY ADMINISTRATION: 
•Intimation to Pay roll dept. on Additions or Deletions of Manpower. 
•Advising Pay roll dept. with regard to employee’s stop salary advice, loss of pay, late coming, Permission, or other deductions, if any. 
•Follow up with salary revisions and calculating salary revision based on the recommendations of the Appraisal Committee. 
•Receiving of Salary Revision letters and issuance of the same to the respective employees under intimation to Pay roll dept.
•Monthly Incentive Workings of Sales, Service & Spares dept

Professional Skills

MS Office: Expert / Micro soft Outlook: Expert

Hobbies & Interests

Reading, yoga, Gardening, Cooking and Hear to Music

Qualification & Certification

Safety Leader Ship Fundamentals (March 2010)
STC Global Ltd

Abu Dhabi, Abu Dhabi, United Arab Emirates

HR RECRUITMENT (October 2006)
Triad Infotech Pvt Ltd

Chennai, Tamil Nadu, India

Computer Aided Accounting Management (Tally) (January 2005)
Shankar's Academy Industrial School

Chennai, Tamil Nadu, India

Languages

English: Fluent / Tamil: Fluent / Malayalam: Conversational / French: Beginner.
Immigration & Work Status

Date of Birth: 02nd October 1983,
Work Visa Required

Declaration: All the above information given is true to my knowledge
Place: Umm Al Quwain United Arab Emirates. 
