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Career Objective:

I aspire to be a successful Human Resource Management professional, by capitalizing my abilities to forge inter-professional relationships, enhance my professional skills at work, learn from success as well as failures, strive for perfection, adapt with any kind of work culture and acquire intelligence on latest trends.

Experience Summary: Totally I have 7+ year’s experience in Payroll, Visa Processing, Ticketing, Leave Salary, Insurance, Final Settlements & Administration out of which 6+ year’s experience is in UAE (Dubai)

Experience History:
1) Associated with KTC International LLC, Dubai – as a HR Co Ordinator from 30th June 2014 to 28th February 2015.

KTC International LLC has been established in 1996, the activities carried out are in the field of Parking Management System, Parking Guidance System, Parking Fine System, Red Signal Monitoring System, Traffic Control System, Taxi Dispatch System, Taxi Booking System, Car Park shades and other IT related products.

The Company’s major activities are in Contracting, Trading and Construction (Roads, Building and Maintenance).
Responsibilities:
· Preparation of the job offer letters, Appointment Letters, Contracts and other joining formalities for the successful candidates.

· Collect documents from candidates for Employment Visa after consulting with the PRO.

· Ensure the joining formalities, Arrange Induction of the new Employee and deployment to the relevant department.
· Follow up the Competency Report before the completion of Probation period of the new employees and take necessary actions on the basis of report.

· Follow Up Performance Evaluation of the New employees after the completion of the probation period and annual as well.
· Coordinating with the Insurance Company for the addition, deletion and claim related issues.
· Keep the personnel records of all the employees updated. (Personnel Files & Database).

· Time Sheets collection with appropriate approval of the department heads and summarize for the payroll process for all of the employees (Dubai, Abu Dhabi, Sharjah, Ajman & Doha (Qatar)).
· Preparing the Payroll Register and getting approval from the Management.

· Handle Employees Grievance and solving their issues.
· Keep updated records of Annual Leave, Annual Air Ticket and compensation of Annual Leave and Ticket.

· Air Ticket Booking, LPO Preparation and Forward Invoices to Finance Department after checking and verifying.

· Prepare and update a Summary report of all the Employee’s Annual Leaves and Gratuity entitlement.

· Issuance of all kinds of Certificates and Letters after appropriate approvals.

· Prepare Final Settlements of the employees upon Termination of the Employment Contract by either party and arrange Repatriation to his home Country.

· Other day to day tasks and employee related general reports assigned by the Managing Director, Sr. General Manager & General Manager.

	


Previous Experience:
2) Associated with Gulf Turrets LLC, Dubai – as an Executive – HR & Administration   From 5th July 2008 to 31st may 2014
Company Profile:

Established in 1998, Gulf Turrets caters to the needs of the Civil, Electro-Mechanical and Telecommunication markets by offering complete turnkey solutions in the UAE and Gulf regions. Head office is located in Dubai and branch offices are located in Sultanate of Oman, State of Qatar and Kingdom of Bahrain. Gulf Turrets is ISO 9001:2008, ISO 14001:2004 and QHSA 18001:2007 certified organization.
Responsibilities:
Payroll:

· Validating employees attendance through RDS software on a daily basis for 2000 employees (1750 workers + 250 staffs, UAE, Bahrain, Oman & Qatar) 
· Downloading attendance from RDS and uploading the same in ERP 
· Processing payroll through ERP for 2000 employees
· Processing over time allowances & travel time allowances as per the UAE law

· Preparing & maintaining salary registers and getting necessary approvals 
· Preparing WPS file through ERP on Emirate wise as per the MOL regulations
· Uploading WPS file in to the server to credit salary on employees bank a/c

· Generating & issuing payslips for all the 2000 employees

· Working as a ASK HR – to clear about employees payroll queries

Leave Salary:

· Maintaining & Tracking employees leave details in ERP
· Making the leave salary provisions on beginning of the year 
· Preparing and processing leave salary, travel allowance for eligible employees on every month through ERP. 
Resignations & Final Settlement:

· Sending the copy of the resignation letters for approval of HOD / Management
· Informing to the employees about their resignation acceptance and the last day of service
· Calculating the Gratuity as per UAE law

· Preparing the final settlement considering all deductions whichever is applicable
· Collecting the clearance certificates from the concerned department heads

· Collecting back the employee’s official belongings (i.e. ID cards, visiting cards, mobile phone, SIM cards etc.)

· Making necessary arrangements to credit the final Settlement to the resigned employee bank a/c

· Preparing & issuing experience letter to the resigned employees

Visa Processing & Ticketing:
· Applying employment visas for newly recruited employees upon getting the approval from the management 
· Make sure that necessary funds are available in the labour and immigration account.
· Arrange medical examination and passport stamping on time for the new joiners.  

· Identify personnel for visa expiry and renew the visa upon getting the approval from the management.
· Co-ordinate with the travel agents to booking the tickets for managements, deployment & other official purposes.
Other HR related activities:
· Creating and maintaining personal file for each employees 

· Maintaining & tracking the employees passports in the safe custody 

· Make sure that newly joined employees are getting proper accommodation and salary advances

· Working closely with Camp Boss on daily basis for the labor accommodation requirements 

· Handling HR petty cash for daily expense for HR department.

· Preparing MIS report as per the requirements
Previous Experience:
3) Associated with Vipul Medcorp Pvt Limited, Bangalore as an Process Associate from 01st June 2006 to 07th June 2008
Responsibilities:

· Working as a Process Associate in Marketing
· Vipul Medcorp’s services in corporate and retail segments
· Insurance company visits

· Data entry of Insurance details

· Assisting in the Office Administration.
Academic Profile:
	Qualification
	Year of passing
	College/ University

	B.Sc (Computer Science)
	2004
	SBMR Mahajana First Grade College, University of Mysore

	Pre-Degree
	2000
	Christian College, Chengannur, University of Kerala

	SSLC
	1998
	Metropolitan High School, Chengannur, Kerala


Computer Skills:

· ERP software
· MS Office
Strengths:

· Ability to manage several assignments simultaneously and meet deadlines.

· Flexible in learning and can convince others easily.

· Success and results driven.

· Punctual and well presented.

· Able to work individually or in a team.

· Able to work under pressure and Problem solving.

Personal Details:
Date of Birth


:
02/07/1982
Sex



:
Male



Place of Issue

:
Dubai
Visa Status


:
Employment Visa 
Language Known    

: 
English, Hindi, Malayalam, Tamil

Reference:

· Available upon request 

Declaration:

· I hereby declare that the above furnished are true to the best of my knowledge.
