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Career Objective

Looking for a challenging opportunity, which would bring forth my skills productively and also an immense opportunity to grow technically.

Expertise

· Hands on Experience in SAP HR (Personnel Administration, Personnel Development, Payroll)
· Strong skills of data Management & Management Information System
· Good Knowledge in all the areas of Human Resource & Personnel Management,  Administration, Power Point Presentation & MS Office skills
Career History

· Since Feb’2015 to Apr’2015, working as HR Coordinator in Al Farah Contracting & General Transport Establishment, Abu Dhabi, U.A.E.

· Since Jun’2008 to May’2014, working as HR & Admin Assistant in ETA ASCON GROUP OF COMPANY, Dubai, U.A.E.
· Since Mar’2007 – Mar’2008, working as XML Conversion Operator in TnQ Books and Journals Pvt. Ltd, Chennai.
· Since Jun’2006 – Dec’2006, worked as XML Conversion Operator in Zen Data Services Pvt Ltd, Chennai.
ROLES & RESPONSIBILITIES
RECRUITMENT
· Initiate the Recruitment Process as per the yearly Manpower Projections given by the various Business Units.

· Shortlist the candidates as per the Job Description, getting approvals from concern department and organizing for interviews (Telephonic/Face to face).

· Coordinate with Corporate, issuing Ad in newspaper and sourcing CV’s from Portal for recruitment process as and when required.
· For Workers recruitment, coordinating with Recruitment Agencies, line up the candidates and organizing the Interview in Various countries (India, Nepal, Bangladesh, Philippine etc.) 

· Preparing the POE documents such as Demand Letter, Manpower Requirement, Employment Contract and Power of Attorney based on the requirement and forward to the concern agency for enabling smooth interview.
· Updating all mandatory details of candidate’s in SAP (HR Module) to prepare an Appointment Order.
· Issuing Appointment Orders, getting acceptance from the candidates, applying for the visa and handholding the candidates until joining.

· Conducting induction program, sending introductory mail and introducing the new joiners to all employees.
· Maintaining data bank of prospective candidates’ for future requirement.

PERSONNEL MANAGEMENT
· Organizing panel interview for Promotions and trainees in coordination with the respective BU’s. 
· Leave Management: Checking of eligibility as per different criteria, arrangements of leave settlements, releasing of Passports and completion of rejoining process on arrival.

· Cancellation: Facilitating the process on receipt of resignations/terminations, checking for the durations as defined processing for their cancellation of visa’s, arranging the full & final settlement and handhold employee until the exit from the country.

· Filing and maintaining of ECF for all employees for ready, recovery and verification as applicable.
SAP - PAYROLL 
· As a core team member in implementation Payroll process in SAP.

· Responsible for running the payroll for the organization in coordination with Accounts department.

· Hands on experience in preparation of Salary data, Uploading BDC’s, leave management and Running simulation.

· Having excellent knowledge in Adhoc reports for employees (i.e. Salary details, training reports, demographic reports, recruitment details, etc., from SAP) based on requirement from the Management. 

GENERAL ADMINISTRATION, TRANSPORTATION & CAMP MANAGEMENT
· Supervise activates of IT, Camp Admin, Kitchen, Securities and front office departments to ensure smooth functioning.
· Arranging duty schedule for Drivers and allocate responsibilities on a daily basis based on the inputs/requests received from various departments.
· Organize transport for staff and technicians to meet the requirement of sites, official meetings and collection of goods upon the request of Planning and Purchase departments.
· Manage databases that detail transport activities, employee schedules and personnel records.
· Supervising driver assignments, ensuring compliance with safety standards, and maintaining all vehicles.
· Coordinate with Corporate HR for various activities (such as Passport, Work Permit, Agreement, Salary certificate, NOC, Loan, etc), 
· Organize for visa and follow-up with the external bodies and ensure arrival at the earliest possible time to meet requirement.

· Organize the medical for timely renewal of work permit / visa, passports and supervise the activity until completion of the same.

· Arranging for visas, ticket and accommodation for clients/Sr. Managers & above level and mission visa for individuals depending on the business requirement.

· Liaison and organize the ticket for workers at the time of leave/cancellation and meeting the targets.

· Uploaded complete ECF documents for all staff & worker in SAP DMS.

· Organizing and maintaining Internal and External trainings and records.

· Organize learning and grooming training session, prepare calendar, identify trainers, coordinate with the department heads and prepare them for training our internal staff.
Personal Strengths

· Hard working & Flexibility based on work load.

· Quick adaptability & good approach with staffs.

· Ability to work in a team as well as acting upon own initiative.

· Good communication skill.

· Adjustability and adaptability to any environment. 
Academic details
· B.Sc., (Computer Science) at Sadakathullah Appa College in Tirunelveli, affiliated to Manonmanium Sundaranar University during Year 2006.
· Higher Secondary at The Muslim Hr. Sec. School in Tirunelveli during Year 2003.

· SSLC at The Muslim Hr. Sec. School in Tirunelveli during Year 2000.

· Participated Chess Competitions and Played Cricket in Inter College Tournament.

· Passed English Type writing lower First class with distinction.

· Participated in Pulse Polio Immunization Camps

· Participated in the Awareness Rally for Preventive Conservation of Manuscripts

· Got appreciation certificate for contribute the Fire Drill Training.


   Operating System


:   
MS-DOS, Windows (98, 2000, XP).

   Software Development Tools

:
Basic knowledge of C, C++

   Package




:
MS Office, Outlook Express
   Web Development Tools

:
HTML, XML, JSP

   Application Tools



:         SAP (HR Module)
   Data Bases



:         MS-Access, Oracle

Personal Details

Date of Birth 


:  
08.05.1985
Sex 



:  
Male
Nationality   


:
Indian

Marital Status


:
Married

Languages Known

:
English, Hindi, Malayalam and Tamil
Alternate 
I here by solemnly declare that all the statements made in the above are true and correct to the best of my knowledge and belief.

Co-Curricular Activities





Computer Expertise








