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     Career Summary
· 2.5+ year experience as HR / ADMIN Executive 
· ~2 years in UAE
        Experiences Summary
· Provide support to supervisors and staff to develop the skills and capabilities of staff.

· Recruitment – Putting ads, short listing resumes, coordinating with various recruitment consultants, interviewing candidates etc.

· Wages and Benefits – Including payroll, promotions, managing the various types of requests from employees like leaves, different documents etc.
· Employee Relations – Including disciplinary actions, counseling and end of service formalities

· Quality Assurance audit works related to HR Department, 
· Training the selected candidates

· Organizing training programs, workshops and seminars and 
· Creating and updating employee database 

· Prepared Employee Handbook 

· Good exposure to U.A.E Labor Law and compensation structures in Middle East.
Academic Qualification

· Master of Business Administration (62.17%) from ST. Peters University, Chennai, India
· BSc. Physics (53%) Kannur University, Kerala, India.

Computer Proficiency
· Expert in MS Word, Excel, PowerPoint, Outlook,   and working knowledge in Focus
· BPO

Work Experience
· 1.5+ Year experience as HR Officer in Asiatic Group, Ajman, UAE (July 2013 – Till Date) – ISO 9001-2008 Certified Company with 200+ Employees
Reporting to HR Director 
Responsibilities Held: -

· Provide support to supervisors and staff to develop the skills and capabilities of staff.

· Process employee requests for outside training while complying with polices and

Procedures

· Monitor staff performance and attendance activities.

· Monitor scheduled absences such as holidays or travel and coordinate actions to

ensure the staff absence has been adequately covered off to ensure continuity of

services.

· Coordinate staff recruitment and selection process in order to ensure a timely organized

and comprehensive procedure is used to hire staff.

· Provide information and assistance to staff, supervisors and Council on human resource

and work related issues.
· Preparation of the job offer letters, Appointment letters, Contracts and other joining formalities for the successful candidates.

· Deal with the recruitment agencies for local and overseas recruitments of staffs and skilled and unskilled labours.
· Ensure the joining formalities, Arrange induction of the new employee and deployment to the relevant department
· Visa Management works. Collecting the documents for visa, work permit and medical and Coordinating with PRO and typing center to get it done.
· Monitoring the visa, work permit and passport expiry dates of staff and directors and do the needful to renew it on time.
· Monitor the quota, visa deposit status in MOL and maintain it.
· Follow up the Competency Report before the completion of probation Period of the new employee 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.
· Monitoring of the Employees Personnel Data Files. 

· Safe keeping of all passports and keep records of any incoming or outgoing passport.
· Time Attendance checking by using attendance software machine and Salary preparation for all the employees.

· Time sheet collection with appropriate approval of the department heads and summarize for the payroll process for all of the employees.

· Keep updated records of Annual leave, Annual Air ticket and compensation of Annual Leave and Ticket.

· Keep proper records of Absents and Sick leaves.

· Air Ticket booking, LPO Preparation and forward Invoices to Finance Department after checking and Verifying.

· Issuance of all kind of Certificates and Letters after appropriate approvals.
· Prepare Final Settlements of the Employees upon termination of the Employment contract by either party and repatriation to home country.

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

· Monitoring Vehicle License Renewal.

· Monitoring Labor camps Accommodation.

· 1+ years experience as HR Assistant in Salisons Walters, Kerala,  (Nov 2011 – April 2013)
· Payroll Management

· Attendance Management 

· Updating personal files

· General HR & ADMIN functions

                                             Personal Profile

Age and Date of Birth
:
27 years, 25-08-1988

Sex
:
Male

Marital Status
:
Married
Nationality
:
Indian

Languages Known
:
English, Hindi, Malayalam and Tamil  

Strengths                                                   :
Good in multi-tasking, communication, Public speaking and interpersonal skills.
I hereby declare that information furnished above is true to the best of my knowledge.

References: will be provided on request.
