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Career Objective:
An administration HR/General position in a reputed organization where I can utilize my experience and education for the optimum growth of the organization as well as personal career growth.
Strength:
· Experienced as HR& General - Administrator(2+ years) 
· HR Executive and Administrator(3years).
· MBA in HR and Finance & Degree in Mathematics (Bsc).
· Have excellent planning, analytical & problem solving skills.
· Strongly commercial with excellent communication and influencing skills.
· Energetic, enthusiastic with great attention to details.
· Have knowledge in UAE labour Law.
· Best Team Spirit award in the ‘vertical Eye’ personality development training program.   
· Well-versed in Tally, Peachtree & MS Office.
· Have excellent time management skills & can meet the deadlines without compromising on quality.

Career History
· HR&General Administrator, (August 2012 – September 2014).
· HR Executive, (April 2011 to May 2012).
· Administrator , (June 2009 to March 2011).
Job Profile: HR&General Administrator
· Manage staff attendance and Update the company HRSSI.
· Support operation and Human Resource Departments functioning.

· Follow Up on staff’s remuneration related issues with Payroll department.

· Reporting  performance appraisals for company intranet (probation & annual performance reviews)
· Coordinating employees Visa related issues with PRO for ministry of labor visa procedures.
· Participate in regular feedback to Team Members, Manager, operation department and the Technical Department.
· Analyze, maintain the internal audit requirements and ensure its meeting SOP.
· Have experience with bulk quantity of liquid money Petty cash handling.
· Responsible for the stock management within areas of responsibility.
· Allocating the smooth Daily Activities and Functioning.
· Maintain staffs file and updating as per the procedure.
· Stays well informed regarding UAE Labor Law and human resource developments.
· Preparation of daily analysis documents.
· Measuring, Analyzing and acting on KPI information.
· Documentation procedure for employee cancelation and Final Settlement.
Job Profile: Human Resource
· Administration of employee related data to fulfill their short and long term needs.
· Allocation and administration of Employee Salary.
· Recruitment programmes for various business organizations like Hospital, Hotel, FM and Retail, IT companies and etc,
· Coordinate the interview with the respective department and If selected, complete the documentation.
· Preparing documents related to the candidate who selected for interviews.
· Instruct candidates and arrange offer letter to them.
· Prepare regular reports and summaries of interview activities.
· Established and maintained close relationship with institutions, ensuring compliance with all regulatory bodies.
· Ensured that there are effective internal controls.
· Reporting fund position at the end of the day.
· Provided required information to the internal / external.
· Respond to queries of potential clients & involve in follow ups; and convert the potential leads into actual customers.
· Develop strategy to address the individual needs and challenges facing each client and consider all critical issues that can impact the organization’s ability to achieve both internal & external objectives & goals.
· Prepare payroll document and transfer salary through bank Account.
· Offer a full range of capabilities that can help clients formulate various strategic plans that are actionable and tailored to their culture and needs.
Projects
The study on Financial Performance of Uralungal Labour contract co-operative society Ltd, Kerala, India.
Academic History
· MBA in Human Resource & Finance, Bharathiar University, India.
· Bachelor in Mathematics (BSc), Calicut University, India.
· Office Secretary and PRO.
Personal Profile:
Sex



:
Male
Date of birth


:
3rd March 1989
Marital status 


:
Single
Nationality


:
Indian
Visa status


:
Visit Visa
Language Proficiency

: 
English , Hindi, Malayalam & Tamil.
