
· Gulfjobseeker CV No: 1345584
To interview this candidate call 971505797566

Or email us back filled up Vacancy Form

         http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
Interested In:  Human Resources Management/Administration

Preferred Location:  Dubai, U.A.E

CAREER OBJECTIVE:

Ambitious to build a career in Human Resources Management and Administration with an organization where a teach work is required and hard working is appreciated and to be in a position which is the best situated to my knowledge and skills.

​​​​​​​

_____________________________________________________________________________​​​​​_
WORK EXPERIENCE:

	June 2013 to Feb 2015
	
	


ROLES AND RESPONSIBITIES:

H.R. FUNCTIONS:-

1. RECRUITMENT:
*Coordination with Technical panel and understanding their requirements, defining job positions. 
*Resourcing, screening and short listing resumes through various job portals or else internal reference, head hunting.
*Conducting telephone and Personal interviews in coordination with departmental heads. 
*Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation.

2. HR ADMINISTRATION:

*Co-ordinate and ensure attendance/gate passes for all Sub-contractors’ labor.

*To intimate H.O about resignations/separations of employees and forward in time resignation letter/exit interview report/clearance certificate for necessary action at HO.

*Preparation of full and final settlement statements.

*Maintain H.R. related records on monthly/yearly basis i.e. Employee Data Base, Leave Records for Regular / Contractor employees, Increment Detail, and Leave without pay records etc.

*Preparation of attendance registers for labor & staff.

*Preparation and maintain of Wages, Over-Time and Leave Register.

3. TRAINING & DEVELOPMENT:
*Scheduling and arranging training while coordinating with external trainers and training programs.
*Issuing training certificates after completion of the training.-

ADMINISTRATIVE FUNCTIONS:
· Ensuring repair and maintenance of Building, office equipment, and other assets.

· Controlling system of House Keeping, Security, Pantry and Transport etc.

· Hiring of accommodation / Office Premises / Guest Houses, and ensuring their upkeep.

· Maintaining stock register.

· Discussion with various vendors regarding rates & their services.

· Preparations of personal file as per check list.

· Prepared and completed expense reports.

· Preparation of various vendors bill in Word and Excel format.

· Organized travel arrangements.

· Scheduled and arranged meetings and parties; prepared and distributed meeting materials. 

· Assured continuum of work flow in executives’ absence.

PREVIOUS WORK EXPERIENCE:

	
	
	

	Jan. 2011 to June 2012
	Sr. Executive Healthcare Documentation

MMODAL Global Services

      USA’s #1 Co in Healthcare Documentation


	Hyderabad, India

	Feb. 2007 to Dec. 2010
	Sr. Executive Healthcare Documentation

MTS Medi Soft


	Hyderabad, India


EDUCATION & CERTIFICATION CREDENTIALS:
· Advance Human Resources Program in “Core HR Statutory Compliances & Applications” from Ramson’s HRD Institute, Hyderabad (Dec’2014-Jan’2015)

· Master of Business Administration (MBA – HRM & Marketing Management) from Osmania University, Hyderabad (2011-2013).

· Bachelor of Sciences (B.Sc.) from Manipal Academy of Higher Education (2003-2006). 
· Pre-University (High School) from State Board of Intermediate Education (2001-2003)

COMPUTER SKILLS: 
· Microsoft Word, Excel, Power-point and Outlook.
· Operating System-Windows
· Typing speed 60 WPM.
KEY STRENGTHS:

· Good Communication and leadership skills

· Masters in Business Administration (MBA)

· Sincere and Hard working

· Computer literate

· Dedication and a strong determination are the hallmarks of my personality

· Meeting objectives and capable of performing multifunctional tasks.

DECLARATION: 

 I have declared that the above information furnished by me is true & correct according to my knowledge and belief.  If you need any other information I explain you at the time of an interview.
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