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Career Objective:-
“To work for an organisation by sharing my knowledge with competent & highly motivated professionals thus excelling in HR / Administration / Personnel & proving an asset to the company.”
Work Experience:-
Organisation

: ‘Secure Parking Car Park Mgt. L.L.C.’ (Abu Dhabi, U.A.E.)
Duration

:  From October 2013 --- Till Date

Designation

:  HR Officer




Job Profile

:
· Handling entire Payroll activity

· Preparing of final settlements of employees.

· Updating all the employee details from time to time.
· To follow up with PRO for Visa renewal, Passport Renewal, Emirates ID cards, Cancellation, etc

· Applying for new security passes for staff, follow up for renewal and cancellation of old passes on Abu Dhabi International Airport.

· Coordinating with Camp Boss for employee related matters.  
· Screening, short listing and conducting interviews based on company requirements. 

· Support to all administration related tasks.
· Preparing of Agreements, warning letters, suspension letter, termination letters, etc.

· Maintaining personal files of employees.

· Preparation of daily report.

· Induction of newly joined employees.

· Assisting with the day-to-day, efficient operation of the HR department.

Organisation

: ‘Al Ashram Contracting L.L.C.’-Head Office (Dubai, U.A.E.)
Duration

:  From April 2010 --- To May 2013
Designation

:  HR Assistant




Job Profile

:
· Handling entire Payroll activity, posting and generating & finalization of WPS & SIF files.
· Preparing of leave & final settlements of employees.

· Updating all the employee details in ERP System from time to time and generating all necessary reports for management.
· Independently handling online renewal through EDNRD with prior management approval for processing any transaction.

· To follow up with PRO for Visa renewal, Passport Renewal, Emirates ID cards, etc

· Follow up of petty cash for HR department.
· Sourcing C.V.’s from job portals of Bayt & Naukri. 

· Assisting the HR Manager with recruitment and after selection formalities.

· Preparing of offer letter, relieving letter, experience certificate etc.

· Maintaining personal files of employees.

· Preparation of daily & weekly report.
· Assisting with the day-to-day, efficient operation of the HR department.

Organisation

: ‘Puma Stationery Private Limited’ (Goa, India)
Duration

:  From June 2007 --- February 2010


Designation

:  HR Executive



    
Job Profile

:
· Maintaining personal files of employees.
· Induction of newly joined employees.
· Managing statutory requirements like ESI, PF, Factory license, Smart cards, Water consent, etc.
· Preparing of offer letter, appointment letter, relieving letter, experience certificate etc.
· Preparation of full & final settlement.

· Handled both internal & external audits.

· Guidance to shop floor supervisory staff on worker related issues.

· Time office management, wage & salary administration.
· Recruitment of employees at worker level.
· Supervision of security, housekeeping, catering, transport & also seeing to hotel booking for guest.
· Maintaining of leave records of employees.
· Forwarding of self-appraisal, training extension, probation appraisal forms as & when required.
· Sourcing out resumes from job site.
· 5’S, ISO system, implementation & co-coordinating with training activities. 
Organisation

: ‘Career Zone Management Consultancy’ (Goa, India)
Duration

:  From July 2005 --- June 2006


Designation

:  Trainee-Officer (Placement Cell)
Job Profile

:
· Assistance in conducting interviews and handle after selection formalities. 

· Screen & select individuals based on their consistent performance.
· Executive search - Head hunting.

· To screen the advertisement, response and place it before the client.
· Responding to e-mails & handling telephone calls.

Organisation

: ‘Whispering Palms Beach Resort’ (Goa, India)
Duration

: From May 2004 --- Jan. 2005


Designation

: Trainee Administrative Assistant
           (Administrative Dept.)

Job Profile

:
· Operating fax machine.

· Handling telephone calls.

· Co-coordinating with other departments.

· Filing & maintaining of all important documents.

Educational Qualifications
:-
	Exam
	Year
	School / College
	Board / University
	Grade

	SSCE
	March 1998
	Holy Cross High School
	Board
	Second Class

	HSSCE
	March 2000
	St. Xavier ‘s Higher Secondary School
	Board
	Pass Class

	B.Com
	March 2003
	St. Xavier’s College
	University
	Pass Class


Additional Qualifications :-
· Completed course “PGDM” (HRM) from IMTR.
· Completed course “Certificate in Tally & Ex-NG” at LIBRA.
· Completed course “Certificate in Information technology” at CMC Ltd.

(Word, Excel, Power Point, Access, Windows, Internet Explorer, E-mail, HTML & Front Page)

Personal Details :-
Date of birth


: 6th July 1982

Sex



: Male

Religion


: Roman Catholic

Nationality


: Indian

Marital Status

: Unmarried

Languages Known

: English, Konkani and Hindi
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