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CAREER OBJECTIVE
To pursue a demanding HR / Administration Role within a reputed firm with the approach to take up responsibilities to accomplish organizational goals where in my skills and potentials are being utilized to the maximum, alongside focusing on the scope of enhancing my personal skills and gaining maximum knowledge during my tenure to contribute to the growth of the firm.
Areas of Expertise:
Human Resource Co ordination Office Co ordination 
Administration 
Logistic and Procurement 

EMPLOYMENT HISTORY
APRIL 2014 TO TILLDATE
START JG MIDDLE EAST LIMITED, DUBAI, U.A.E.
AS OFFICE CO-ORDINATOR
The Company: Start JG is an established company in UK in the field of Branding Agency and Design, Company has many branches such as London, Manchester, Hong Kong, China, Dubai and Abu Dhabi.
Reporting to Business Manager
Responsibilities:
Administration responsibilities included assisting HR head and Business manager for issuing letters to banks, embassies and Government Departments for Employees. 
Managing New employee Induction and arranging the IT access during the joining period. 
Managing & coordinating for office stationaries and supplies. 
Managing Travel Arrangement for Management and Employees. 
Managing and coordinating with Visa Management Company for issuing new visa’s for the newly appointed employees and renewal for all existing employees. 
Managing Employee Personal Files and records. 
Managing Employee Leave schedules, recording sick leaves and unpaid leaves and reporting to HR head for payroll disbursement. 
Managing Internal Transport for Client Meeting and RFQ submission. 
Managing Petty cash and submitting the report and records to Finance Manager. 
Managing and Working as a key contact point for Medical Health Insurance requirements. 
Managing Telecommunication (smart phone packages) contracts with UAE service providers. 
Managing General office administration. 
Working closely with Client Accounts managers for E-registrations and Tender Submissions. 
Keep track of document delivery via Local Courier and third party messenger service. Coordinating for Events and Exhibitions with Movers and internal staff requirements. Coordinating with Finance Team for General Bill payments. 
JANUARY 2013 TO MARCH 2014
RAPID BUILDING GENERAL CONTRACTING & MAINTENANCE LLC (RBGC), ABU DHABI, U.A.E.
AS OFFICE & HUMAN RESOURCE ADMINISTRATOR
The Company: RBGC is a well established three grade and ISO 9001:2008 contractor in the construction industry of Abu Dhabi emirate.
Reporting to Managing Director
Administration Responsibilities:
Administration responsibilities included assisting Managing Director for preparation of any reports, issuing letters to banks, embassies and Government Departments for Employees and Sub Contractors. 
Managing and arranging office stationary requirements. 
Managing of Printing and branding the office stationeries such as Letter heads, Envelopes etc., 
Assisting New Employees and Coordinating with IT department for creating email ID and Printing Visiting Cards for them. 
Coordinating and Managing DU accounts for Smart Phone and related requirements. Arranging Air Ticket and Accommodation for the Engineers (new recruitment) 
HR Responsibilities:
Recruitment duties including liaising with recruitment agencies/local newspaper/online Medias in placing job advertisement were mandate. 
Preparing Job Description, Conducting Initial Interviews in liaison with Projects Manager & Managing Director. 
Working closely with department managers to assess temporary manpower needs. 
Coordinating with MD and Project Manager for Planning the Manpower requirements. Scheduling and arranging Technical Interviews. 
Managing and Maintaining Staff Personal Records and leave schedules Managing and Preparing employee payroll disbursement monthly. 
Maintaining Payroll records for all the departments. Maintainging employees salaries, overtime, commissions etc., 
Maintaining WPS system (UAE Payroll system) with bank, and working a key contact for WPS to the bank. 
Maintaining Employee Loans and other deductions and updating to finance department. 
Managing, Preparing, Tracking & collection of Employee Time Sheets from the departments with the help of site engineers and foremans. 
Managing Office staff attendance records and reporting to MD. 
Managing Staff Medical Insurance. 
Assisting Public Relation officer dealing primarily with visas for Staff, and necessary documentation for field staff, company documentations etc., 
Assisting Public Relation officer for Project Insurance, Workman Compensation Insurance and Vehicle Insurance. 
Managing Company Registration in all Government, Semi-Government companies. Working as a Mediator between Employees and Management. 
Managing and arranging printings and stationary requirement for the office. Assisting Managing Director on requirement. 
Arranging Staff Training and Technical Staff Safety requirements. 
Key Achievements:
Worked as a Management Representative (MR) for ISO Certification (ISO 9001:2008) with ISO Consultant during the process of ISO certification. 
As part of Go Green, to consume using papers, Converted and Maintained all Staff Personal Records to Electronic File from Manual hard copy file to the company Server. 
Work Closely with PRO’s, managing Ministry of Interior’s new online software program (Fawri) for applying visa’s, and coordinating with Tasheel for Ministry of Labour applications. 
JAN 2002 TO DEC 2012
MN INTERNATIONAL GROUP, ABU DHABI, U.A.E.
AS HUMAN RESOURCE OFFICER / ADMINISTRATION CO ORDINATOR
The Company: It has number of division from Cleaning, Maintenance, Contracting, Hotel Supplies, Corporate Gift Items, Safety Shoes, Safety Tools & Accessories, Industrial Tools, Restaurant.
Reporting to GM
HR Responsibilities:
Coordinating with CEO and GM for Planning the manpower requirements. 
Screening the Candidate CV through, websie, agency and conducting initial interviews. Arranging Technical Interview. 
Salary & benefit negotiating with candidates. 
Employee Payroll Administration and Management. 
Managing PRO for documentation of company license and staff documents. Managing Staff Leave schedules. 
General Administration:
Managing day to day office administrative works with office secretary such as: 
· Preparing Letters, quotations and mails. Invoicing and keeping track on daily work report. 
· Designing and creating Company advertisement and other artwork for product marketing and logos etc., 
Interfaced with site supervisors and reporting to the management for daily/monthly job reports. 
Working closely and Tracked the sales staff for daily routine. 
Managing Purchase department, and participating for sourcing of new products for the improvement of sales & products. 
Administer highly sensitive and confidential financial matters. Responsibilities also include systematic & electronic filing, document reproduction, maintenance of records and logs. 
Managing Petty Cash in liaison with Finance Department. Arranging Executive staff meeting with CEO and GM. 
MARCH 1999 TO DECEMBER 2001
ABU DHABI DIGITAL PRINTING CENTER, ABU DHABI, U.A.E.
AS HUMAN RESOURCE COORDINATOR
The Company: It is well known Digital Printing Center with Reprographic Services dealing with Oil/Petrochemical Industry.
Activities:
Assist in Employee hiring procedures. 
Provide input for employee retention policies. Manage Payroll procedures. 
Obtain required approvals from Chairman/MD regarding all HR procedures. Maintain and update companys organizational charts. 
Coordinate candidate interview with Operation Manager. Provided necessary administrative support. 
Assist HR Manager and Operation Manager throughout recruitment process. Manage Job posting, job advertisement etc., 
Communicating with employees and been a middle man in front of management. 
JAN 2006 TO DEC 2009
AL YASAT COMMERCIAL & MANAGEMENT SERVICES, ABU DHABI, UAE
AS RECRUITMENT & HR ADMINISRTATION OFFICER
The Accountabilities & Attainments
Supervising day to day activities & handling daily activities reporting to GM & MD. Taking part in HR team for recruiting Engineer & technical staffs. 
Coordinating with 
· Client for the recruitment 
· Candidates for registering the CV’s in the Database, recording their requirements. 
· PRO for the company & staff documentation 
· Scheduling Interviews with Candidate and Client. 
· Arranging Travel & Accommodation for the candidates from Overseas at the time of Interview and New Employment Contract. 
Preparing 
· Official Tender and CV’s. 
· Letter and faxes to Government, Oil & private companies. 
--------------------------------------------------------------------------------------------------------------------
AREAS OF EXPERTISE
Human Resource Administration
Managing all HR administration activities relating to employee documentation and travel requirements. 
Managing Staff Medical Insurance Administration. 
Overall co-ordination of manpower planning, recruitment. 
Developing new recruitment/selection policies as per staffing requirements & reviewing. 
Handling salary negotiations and compensation administration. 
Provide direction, motivation and training to the staff, ensuring optimum performance. 
Payroll Administration
Managing Employee payroll disbursement monthly. Maintaining Payroll Records. 
Maintaining WPS system (UAE Payroll System) with banks. Maintainging employees salaries, overtime, commissions etc., Maintaining Employee Loans and other deductions. 
Tracking & collection Employee Time Sheets from the departments. 
General Administration
Manage and undertake departmental administration including the coordination of subordinate secretarial and data processing activities. 
Coordinate with all the departments and agencies to develop and maintain constructive and cooperative working relationships. 
Manage and coordinate help desk activities for the department. 
Assisting the preparation and updating of new and existing procedures and flowcharts for the department, project and organization. 
Manage necessary travel arrangements for Senior Management. 
Perform administrative functions and act as a liaison between the office and outside agencies ensuring the smooth functioning of administration activities. 
Manage all forms of communications to provide information to supervisors, subordinates and to communicate with other Departments. 
Perform document/ record information, maintain files, process all paper work, and to perform day to day administrative tasks. 
Working as a Key Point for Procurement Activities and give all the support to the department. 
Schedule and confirm appointments for department personnel and arrange and coordinate meetings / conferences as required. 
Dispense and maintain supplies required for regular administration works. 
Work rapidly in a changing and challenging environment. 
Logistic Administration
Excel at coordinating tasks of numerous internal divisions and external agencies to ensure rapid, accurate delivery of equipment, materials. 
Expertise in reviewing invoices, relationship with the supplier. 
Work closely with freight forwarder to ensure that customs clearance has been expedited and local regulations have been complied with, shipment had to be delivered within the time constraint specified. 

ACADEMIC BACKGROUND
Bachelor of Commerce from University of Kerala, India - 1998
Higher Diploma in Software Engineering – 1998
Aptech Computer Education – India
Certificates:
Human Resource Management Professional from American Institute of Business Management (Training Completion March 2015)

COMPUTER SKILLS
Ms-Office, Word, Excel, PowerPoint etc., 
Database Management System through FoxPro and Relation Database Management System through Oracle & Developer 2000, Languages C & C++, and Unix Operating System. 
Web Development and Designing Course from Regional Educational Institute, Abu Dhabi, U.A.E. Course Content: HTML, Java Script, FrontPage, Web hosting & Basic Graphic designing application likes Adobe PhotoShop, Gif Animator, Ulead Cool3D, ImageReady and Flash. 
Possess functional Knowledge about working with ACDSee32 V2.41, TransMac V3.4c, Mind Vision Slides and Sound Plus and knowledge from Adobe Illustrator and Corel Draw. 
	PERSONAL DETAILS:
	
	

	MARITAL STATUS
	:
	MARRIED

	GENDER
	:
	MALE

	NATIONALITY
	:
	INDIAN

	LANGUAGES
	:
	ENGLISH

	
	
	OTHER LANGUAGES – HINDI, URDU & MALAYALAM

	DRIVING LICENSE
	:
	VALID UAE DRIVING LICENSE WITH OWN CAR

	DATE OF BIRTH
	:
	31ST MAY 1978

	CURRENT LOCATION
	:
	ABU DHABI - UAE
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