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 SHAPE  \* MERGEFORMAT 



OBJECTIVE
To be a trustworthy and an honest person to my concern and to exhibit my skills as a HR & Marketing and an efficient analyzer along with my good planning, decision-making and organizing skills SHAPE  \* MERGEFORMAT 



ACADEMIC PROFILE
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EXPERIENCE DETAILS- (4 YEARS AND +)
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DUTIES AND RESPONSIBILITIES:

1. Appointment Process

· Implement Appointment Process in accordance to the Company’s HR Policy and Procedures :-

· Prepare Appointment Letter;

· Prepare Promotion Letter;

· Prepare Memo and Correspondence
· Prepare Demand letter for recruitment company
2. Employee Benefits
· Record Annual Leave;

· Prepare Leave Settlement
· Monitor and arrange the home trips of entitled employees

· Monitor the validity of insurances

· Monitor the validity of work permit and residence visa
· Monitor the validity of medical insurance

· Monitor the passport expiry
· Prepare application for bank salary transfer
· Updating Employee Master list from time to time
3. Industrial Relations
· Prepare Warning Letter

· Prepare Termination Letter
· Prepare Final settlement including gratuity and other benefits
4. Administration
· Organising all HR and Admin documentation filling
· Keeping records for staff accommodation and office with regards to tenancy contract etc.

· Monitoring the tenancy contract expiry a details and doing the further works
6. Purchasing

· To ensure purchase requisition related to Travel Agent

· To ensure three quotations are received prior to purchase order in related to Vehicle Insurances and Booking of Ticket

· To liaise with suppliers once purchase order is received

· To ensure goods received is in perfect order

· To coordinate with accounts  with regards to invoice and payments related to HR
7. Leave Management
· To manage the process of updating employees’ annual, medical and any other leaves as stipulated in the Human Resource Manual

· To file all leave records and updated manner

· To update monthly leave calendar as and when the leave record comes in
8. Human Resource Management
· Support with Management to communicate Human Resources policies, procedures, programs and laws.

· Provides day-to -day benefits administration services. Assist employees with any claims issues.

· Determine the compliance issues - wages and hours of work, leaves of absence and others.
· Payroll preparation above 3500 employees
· Coordinating with Accounts for preparing and uploading file for bank salary transfer.
· Coordinating with PR Department

2. BASIC FUNCTIONS:

· PRO
·  Receiving CV’s from respective agent

·  Visa application process

·  Requesting money to accounts through HR for visa expenses

·  Taking and preparing statement for visa agent wise

·  Collecting visa expenses and submitting the bills to accounts

·  Emigration typing and doing the further steps through online
·  Arranging of approved visa accordingly

·  Receiving confirmation of new arrival from agency

·  Coordinate with the Transport Department

·  Handling / passport control

·  Attending court case related issue

·  Giving instruction and responsibility to PR Assistant from time to time

·  Doing / Typing Tasheel works related

· Arranging medical for new arrivals and renewal for existing employees without any barriers.

·  Proper documentation for medical, labour and immigration.

· Attending consulate related matter

·  Receiving passport for new arrivals at any time

·  Coordinate with the driver during night time and receiving passport for new arrivals

·  Preparing and keeping record of Cancellation, Absconded, and Leave vacation.
PERSONAL DETAILS
Date of Birth: 

17th June, 1989

Visa status:


visit visa 
Sex: 



Male

Marital Status: 

Single

Religion: 


Muslim

Nationality: 


Indian
DECLARATION
I declare that the above said information’s are true and best of my knowledge. I am able to submit the original certificates whenever you need for verification.
