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  Career Summary:
· Commerce graduate from Bombay University, India, majoring in Accountancy and Auditing.

· Possess a typing speed of about 80 w.p.m. and a shorthand speed of about 100 w.p.m.

· Efficient office organizer with ability to prioritize and handle multiple tasks in 

a fast paced environment.

· Experienced user of computer software. 

· Experienced in diary management, itineraries hotel and travel arrangements

· Ability to perform duties with a high degree of accuracy.

   Proven areas of expertise:
   Administration

Recruitment and Selection

Salary and compensation

Leadership and Teamwork 
Education: 

Bachelors Degree in Commerce (2007)
Graduate in Information Technology (2008) 
Trainings: 

Basic First Aid Course

Effective Administrative Skills & Secretarial Practices
    Work Experience:
Asst. Administrator (February 2012- Present)

Corex & AlMansoori Oil & Gas Services LLC Abu Dhabi, U.A.E
Job Profile:
· Manage travel & hotel bookings of managers.

· Providing secretarial & administrative support to the GM & Lab Managers.

· Organising meetings and events. 
· Extensive Diary management.
· Maintaining a proper filing system.

· Keeping track of stationery. 

· Scheduling/organizing interviews/pscychometric tests. 
· Responsible for drafting /issuing of offer letter /appointment letter.
· Completing Joining Formalities of New employees.
· Arranging Medical checkups for clients' crew
· Arranging Insurance cards for staff and dependents
· Maintaining track of personnel visa & coordinating with PRO for renewal of the same.

· Preparing LPOs/uploading on Iscala and delivery to stationers.
· Checking Employee Overtime & entering Time Sheets.
· Arranging for Vendor's HSEQ
· Assisting the Accountant & responsible for Accounts Payable.
· Managing Logistics of the firm.
· Act as a HSEQ Coordinator
· Maintaining Leave schedule of employees.
· Scheduling various training programs for employees.

· Coordinating with clients for events such as ADIPEC & Open House.

HR coordinator (August 2011- January 2012)

Al Salmeen General Contracting LLC Al Ain, U.A.E
Recruitment:

· Getting the manpower requisition-form filled from the management and understanding the requirement.

· Resource out the candidate for the company through scanning, screening databank/special reference/online job sites and advertisement.

· Scheduling/organizing interviews/written tests. Identifying candidates matching the requirements.

· Responsible for evaluation of knowledge and communication skills of the candidates.

· Negotiating on compensation package with the short listed candidate, making the compensation package.

· Responsible for drafting /issuing of offer letter /appointment letter etc to attract the best talent.

· Handling induction programme for the new employees.
Payroll/Salaries:
· Responsible for salary input of all employees. Maintenance of employee records.

· Exit interview, taking care of all exit formalities. Getting/undertaking signed by the employee, documenting the same.

· Processing resignation letter & issuing relieving & experience letter once the formalities are over. Completing exit formalities and taking care of full and final settlement.

· Assisting in exit interview, job satisfaction survey, getting the feedback and conveying the same to HR Head for fine tuning of HR policies.

Employee relation:

· Employee development programme and benefits. Taking care of employees benefits like insurance, medical claims/provident fund/rewards.

· Coordinate with all department heads to nominate best performers of the month.

· Taking care of confirmation, annual increment, promotion etc. training and development programme.

· Counseling to reduce the attrition rate.
Personal information system:

· To verify and ensure that all the personal information provided is correct.

· Managing information both manually and computerized.

· Avoid duplicate entries and to check that the information provided is complete.

· To ensure that the personal information is secure at all times and is accessible to related person only.

· Update latest educational information if employee has studied after joining the organization.

· Verification with the reference that an employee’s has furnished for new joining.

Work Experience in India
   Company : Antique Stock Broking Limited (January 27, 2010 - April 26, 2011)  

     Position :   Associate – Human Resources

      Job Profile :

· Managing leave data of employees

· Briefing the placement agencies in case of openings in various departments.

· Preparation of offer letters.

· Completing Joining formalities.

· Registering New Joinees on the Biometric System.

· Updating records of New Joinees on HR Mantra.

· Coordinating with the IT & Admin Depatments.

· Conducting Reference Checks of New Joinees.

· Generating attendance reports from the Biometric system.

· Organising employee engagement activities.

· Handling Employee queries.

· Issuing relieving letters.

· Completing exit formalities.

· Full & final settlement of exited employees.

Company : HDFC Bank Limited (June 27, 2007 – January 25, 2010) 

    Position     :  HR Operations Executive

    Job Profile :

· Updating personal and organisational details in Oracle HRMS System.

· Preparing and processing offer letters.

· Updating the record of employees & applicants in Oracle HRMS System.

· Processing Offer Letters of Applicants, Summer Trainees, Contract Staff, Temp Staff.

· Preparing Experience Letters,  Address Proof Letters, Visa Letters, etc.

· Maintaing Ex-Applicants Records & Blacklisted Records in Oracle HRMS system.     

· Taking Care of Joining formalities of the Employees.

· Releasing the Salary of New Joinees BI-Monthly basis.

· Generating of Employee Codes.

· Coordinating with New Joinees for processing their salary.

· Updating Salary status of employees.
· Working on Oracle System for updation of records.
· Processing of Indemnity.
· Submitting the MIS reports of Release Salary to Finance Department every fortnightly   
· Updating transfers of Employees in HRMS.

· Mailing  transfer orders to Employees.

· Preparing Pending files and mail it to the Regional Coordinators.

· Updating HRA changes in Excel Sheet.

· Submitting HRA reports to Finance Department once every month.

· Interacting with exited (resigned) employees in order to complete their exit formalities.

· Calculating the notice pay period of resigned employees and maintaining

           
proper resignation date and last date records & Leave details.

· Handling ex-employee’s Queries on Mail’s & Telecom

· Issuing various letters like Dues O/S letter (Notice Pay, Loan), Reliving letter,

           
experience letter, recovery.

· Co-ordinating with the respective departments for full & final settlement of

           
ex-employee.

· Monitoring Relieving Procedures and Settlements & General administration 

            related work and Employee Co-ordination.

Personal Details:

Nationality

:

India.
Marital Status    
:

Married
Visa Status  
   
:

On Husband’s Sponsorship
Date of Birth

:

5th November, 1986

Languages Known
:

English, Hindi, Malayalam 

I hereby declare that the above provided information is true to the best of my knowledge.
