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 Gulfjobseeker.com CV No: 1349586
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link
http://www.gulfjobseeker.com/feedback/contactjs.php
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: +971 55 8645911
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 PROFESSIONAL EXPERIENCE
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 Hr - Assistant
from : 14.05.2013
till (Present)
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Rarefield Engineers LLC, U.A.E
[image: image13.jpg]


[image: image14.jpg]



The business activities of the company involve mainly ship repairing and ship building services. The company takes up the contract for repair and reconditioning of ships anywhere in the world. The company is the first choice for any major ship repair jobs in India, gulf and East Asian countries.
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Role :
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· To support HR – Head in all HR, IR and PR related issues. 
· Responsible for HR, payroll, personnel, admin activities right from recruitment to exit processes. 
· Issuing offer letter, appointment letter, joining letter. Coordinating and follow with the selected candidates till the candidate is onboard. 
· New employee’s inductions, handling probation appraisals, gathering feedback and suggestions. 
· Report generation of pre appraisals, appraisals, and post appraisals closures within timelines and processing of all personnel actions including appointment, promotions, transfers and separations. 
· Ensuring the track of overtime, sick leave and absence of absolute payroll processes. 
· Arranging all time keeping activities by ensuring daily attendance and absence report from site / office for timely payroll process. 
· Managing the legal requirements for the complete visa procedures & other statutory compliances 
· Ensuring all the updating of the documentation and HR files / formats / Ad-hoc reports. 
· Maintaing and updating leave records 
· Preparation of Annual leave & Air ticket of employees 
· Preparation & issuing of Id cards 
· Maintain employees database 
· Preparation of site wise man power allocation 
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 EDUCATIONAL PROFILE
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	COURSE
	INSTITUTION/UNIVERSITY
	YEAR
	PERCENTAGE

	
	
	
	

	PG (MCA)
	AIET College, Cherukupally, Visakhapatnam
	2009-2012
	77.00 %

	
	
	
	

	B.Sc (M.P.C)
	NEWS Degree College, Visakhapatnam
	2006-2009
	65.00 %

	
	
	
	

	Intermediate
	AVK Jr College, Visakhapatnam
	2004-2006
	64.40 %

	
	
	
	

	S.S.C
	Vidwan Public School, Visakhapatnam
	2003-2004
	69.00 %
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 IT SKILLS
· MS OFFICE. 
· C 
· JAVA 
· DOTNET 
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 PERSONAL DOSSIER
	
	Date of Birth
	: August 23, 1989
	
	

	
	Nationality
	: Indian
	
	

	
	Marital Status
	: Single
	
	

	
	Linguistic Ability
	: English, Telugu,
	
	

	
	Visa Type
	: Employment
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 HOBBIES & INTERESTS

· Listening songs 
· Reading 

