
[image: image1.png]


  
MOHAMMED 
Mohammed.231766@2freemail.com 

OBJECTIVE

Deliver the best effort in the challenging needs of the environment to move up the value chain in life and at the same time seeking a position to utilize my skills and abilities in the field of Technology that provides professional growth while being resourceful, innovative and flexible.
PROFILE
· Dubai 2 1/2+ year experience in Assistant Oracle Application Database in logistics.
· Transfer to K.S.A for warehouse setup   --  4 Months 

· And Trained people  

· Provided administrative support & Document controller to Axiom telecom LLC. .
· Excellent written and oral communication skills.
· Comprehensive problem solving abilities.
· Highly adaptable to people and environment.
· Enthusiastic, eager to meet challenges and quickly assimilate newest and latest technologies, skills, concepts, and ideas.
Professional Experience

Dubai Axiom Telecom LLC, UM Ramool Document Controller &

Assistant Oracle Application Database Administrator in Order Management
February 2008   –June 2010
· Oracle – In ERP {Enterprise resource planning}
 it included order processing, and generating final invoice for sales order for wholesale, Retail (Move order), Van sale.
·  Warranty Dept.
·  Wholesale, Retail, Van sale Dispatching.
· Processing in:
 
a) Picking 

b) Replenishing
 
c) Put away
· Processing for POD {Proof of delivery}
Responsibilities :


· Provides administrative support to Axiom Telecom LLC Dubai.
· Responsible for Collecting various invoices from various companies / like whole sales, van sales, retail for verifying properly  dispatch with Qty

· Responsible Checking & ensure that purchase order with approval attached with invoice Database backups and recovery.  
·  Ensure all the business details are entered and maintain efficiently. To independently handle customer related queries and issues if possible to help other colleagues during busy hours.
· Support People Soft applications, updates, and changes to the system
· Regularly meet with team members to obtain their inputs and feedback on topics like: 

· 1.Updates or changes to internal processes 

· 2. Important changes or events in the Company.

HR (  Senior process Executive ) 

March 2011 – March 2015
  -    Business Technology Consulting, IT solutions and IT Services that deliver measurable business value. Transform your Business Process British Telecom  (INFOSYS), Bangalore, India.
Responsibilities :
· Provides administrative support to INFY Company.
· Handling a Retention Back End.
· Backup and Recovery.
· Maintaining all the MIS (management information system) as well as responsible to maintain the call center data.

· Monitoring all the Retention Tell calls in Quality as well as in Quantity.

· Handling hotline team at call center, to achieve 100% online retention of the customers.
· Validation & processing of all approval cases sent by field team within TAT.

· Overall Monthly In-House Performance, Presentation of the department for management with the help of power point presentation

· Providing a time bounded & right solution according to Customer's requirement while using.
IJP at Infosys - March 2013 to mARCH 2015

· Designation: Senior HR Coordinator
Roles and Responsibilities
Handling the onboarding process completely for the top level management across US, EMEA, Mexico and Canada.

Communicate with the new candidates to explain and provide necessary information on completing the prejoining formalities.

Induction, record creation & Documentation.

Coordination with various team (Computer and Communicational devices team, SAP, C&B, Payroll team, Hiring & Reporting manager and the IS team) to take the new joiners onboard smoothly.

Helping the new joiners in completing the joining formalities.

Buddy process.

Analysis on feedback and continuous improvement.

Leave Management - (Handling Parental, Maternity, Jury Duty and Bereavement leaves approving or disapproving to employees as per the Company terms and conditions after verifying the documents required).

Employment Verification Letter:

Provide Employment Verification Letter to US Deputies and Base hire as per requirements.

Change management – Successfully transitioned Employment Verification Letter processes to automated tools.

Implementing the re-engineering initiatives to meet clients’ requirements and commitments on a continuous basis.

 Handling End-to-End E-Separation Process:

Handling end-to-end process of E-Separation for employees deputed in US, EMEA, Mexico and Canada. Ex: Formality of separation - Communicate with the employees who have initiated E-Separation to explain and provide necessary information on completing the separation formalities. Schedule exit interview for the employees. Provide relieving & experience letters. 
Handling Ex-employees queries. Maintain and update the records in the database (MIS) & employment verification letters.

Handling US Employees’ final settlements and recovery pending dues from ex-employees with follow-up mails, recovery report and dealing with external agency.

Interacting with the employees, HR departments through mails, communicator and calls regarding the process related queries.

Preparing weekly and monthly E-Separation report to analyze and support top level managements in decision making.

Analytics:

Prepare monthly exit interview analysis to advise top level management in decision making.

Forecast attrition and to provide top level management the detailed insights into attrition management and to help develop strategies for retention.

Prepare Onsite Attrition Report for US deputies to advise top level management in attrition control
CERTIFICATION COMPLETED

T100 HRO Foundation Training

HRO – Milestone 2.0

T100 HRO Advanced US Benefits

Call Center Training – United Technologies

 Diploma in computer application (certify)

 Well Versed with English Type writing with speed of 30+WPM.

Trainings Attended:

Cultural Sensitivity

Building Teams

Problem Solving and Decision Making Skills

Diversity Management

Client Interfacing Skills

Presentation Skills & Coaching Skills

EDUCATION
· ( B.COM ) Bachelor of Commerce and Administration ◊ 2005 – 2008 
L.N.M University ◊ India.

· (EMBA )Executive Master’s program in business administration ◊ 2010 – 2011 
IIBM◊ Karnataka ◊   Bangalore   ◊ India.
TECHNICAL SKILLS
· Operating System
-
Windows 98/XP/NT/2000/2003, LINUX
· Application

-
Oracle Application 
· Databases

-
Working on (ERP) Enterprise resource planning procurement &
·                                               logistics   execution processes
· Office Tools      

-
Microsoft Word, Excel and Power Point MS Office 2000, XP, 
OTHER INTREST

Hobbies: Drawings, music, Traveling, Football.

Languages Known: English, Hindi, Urdu and Kannada Arabic (Basic) 
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