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I would like to work for a company that can provide me an opportunity to excel and implement my knowledge to achieve company’s strategic objectives and also my personal desired dreams.              
	EDUCATION QUALIFICATION


· MBA (HR) from NHCE, Bangalore- (VTU, Karnataka,) INDIA. 
{UAE attested}
· BSC- from SNGC, Coimbatore-  (Bharathiyar University, Tamil Nadu) INDIA
· 10  +2  - (Science) from HIHSS, Calicut- (State Board, Kerala) INDIA
· 10th  from  Bharathiya Vidhya Bhavan, Calicut- ( CBSE) INDIA
	WORK EXPERIENCE


1) .Al Nuaimi Group LLC -Ras Al Khaima, UAE  
Designation: Human Resource Assistant

Employee strength: 1700-1800

Duration:  6th -Dec -2014-  currently
Roles & Duties:
· To assist the HR Manger and HR director in all HR related functions 
·  Updating and filing employee personal file and also the ERP system. Creating employee ID for the newly joined employees.
· Handling the HR counter to service employees who approach with payroll and HR related issues.
· Issuing warning letters to employees delaying from annual / emergency leave and also for other disciplinary actions.
· Coordinating with Camp boss to accommodate new personnel arriving on employment at various camps.
· Creating reports for the visa and work permit renewal on monthly basis and passing the information to concern department heads to obtain approval, coordinating with the site secretary for the same.
· Handing over, all relevant documents to PR dept for renewal process.
ERP functions (EPROMIS)- Tracking documents IN & OUT details, making document transfer while receiving request from ESS for releasing relevant document. 
· Upon approval of ESS, taking action on leave application and passing leave entries, passport request, Salary transfer letter, NOC ,resignation etc
· -Sending Rejoin notification to payroll and concern dept when the employees return from vacation.
· Emirates ID, Work Permit and Health card updating and distributing it to the employees.
2)  Legend Star Engineering LLC.   Dubai, UAE  (2yrs)
Designation: HR /Admin
Duration:  1st -Nov -2012 to 1st- Dec -2014 

Roles:

· Processing, verifying & maintaining documents relating to HR activities such as recruiting staffing, performance evaluation, Payroll and grievances.
· Coordinating with agencies in screening, interview and sending of offer letters to applicants, submitting the necessary pre-employment requirement for processing their employment visa.
· Prepares and updates employee personnel record files regarding leave of absence, disciplinary notices, increments and all other personnel records.  
· Reports any incident concerning employees to the Manger, issuing warning letter /termination letter on the basis of seriousness of matter, accounting reports for pay deduction
·   Make sure to coordinate any disciplinary matters to the Manager whether for counselling, guidance or disciplinary measures.
· Monitors Employment Visa/Labour Card, Employee’s Passport for renewal or cancellation purposes.
· Arranging flight ticket for incoming employee, Coordinating with the Manager regarding approved employment visa for accommodation purposes and medical examination scheduling as requirement for the processing of Residency Visa/Labour card
· Prepared and forward Administrative returns such as Attendance / Over Time reports, for processing salary and maintained Leave records of staff and employees, personnel related details. 
· Filing and archiving of company documents,proper registration of all incoming/outgoing documents.
· Monitoring & coordinating the renewal of Industrial license, Tenancy contract, Vehicle Insurance, Mulkiya, Timely payment& settling of DEWA, Etisalat, Post-box, Fire and safety equipment, Salik balance checking and top up.
· Handle the petty cash payments effectively for the day today needs in the company.
2) AstraZeneca India Pvt. Ltd.(Pharma) Bangalore, INDIA (1.3yrs)
Designation:  Training co-ordinator
Duration:  10th May 2011 – 6th August 2012     

Roles:

· Coordinated logistics and acted as onsite contact for 3 Initial Product Training (IPT) meetings and 2 Plan of Action (POA) meetings leading up to the launch of company’s new drug.

· Managed the on-boarding of   new sales force and other field-based personnel to total over 60 new employees.

· Coordinated and managed logistics for all training initiatives.
· Assisting with arranging induction program timetables for new joiners
· Compiled reports assessing training class content and presenters.
· Coordinated between HO and regional Management to cascade and sustain various training/Sales/Marketing initiatives.

· Printing up of training support materials / handouts for training courses, and assisting with the creation or formatting of these where relevant.
· Recruiting the salespersons {MR} required for different areas and divisions.
3).Novo IT Consultant and Solution, Bangalore. INDIA (7 mnths)
Designation:  HR executive (recruitment- IT & Non IT)
Duration:  6th Sept 2010 – 07th April 2011  
Roles:

· Client Handling in IT Sector –  IBM, Robert Bosch, Aricent technology, First source, ITC, Bristlecone, North Gate Arinso,  Polaris Software. 

· Sourcing and screening the most relevant resumes based on the requirements using different job portals like Monster, Naukri. Linked In.

· Conducting Walk-in drives for volume hiring every week.

· Generating monthly/weekly/daily MIS Excel reports.
· Follow up with the candidates till they join the client company.

	COMPUTER KNOWLEDGE


-Computer Basics (MS Office).

- Tally ,Quick Books accounting

- ERP -     EPROMIS
	PERSONAL DETAILS


 -Applications – Windows 98, 2000, 2003 and XP.

Nationality          :  Indian                             Date of Birth             : 16- Nov-1984

Gender                       :   Male

Marital Status      :  Married                         Driving License        :  Indian
Visa status            : Free Zone 
Language Proficiency   : English, Arabic(basic)
                                            Hindi, Tamil, Malayalam & Kannada
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