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Career Objective

I look forward to a challenging position in a professional organization, which could utilize my skills and knowledge effectively and it could help me as well as the organization towards its ultimate growth.

 Work Experience   
Total 9 years of experience in which 7 years and 5 months experience in gulf and 1 year 7 months experience in India. 
In Gulf:

1. Worked as “Assistant Human Resources Manager” from June 2010 to 31st December 2014 with an Industrial Support Services Company specialized in Man Power supply.

Company Name
: Saudi Services Company Limited (1200 Employees).

Location


: Riyadh, Kingdom of Saudi Arabia.

Experience 

: 4 years & 7 Months.
Duties and Responsibilities:

1. Recruitment of employees as per the requirements from marketing department. Preparation of respective documents as per the embassy requirements of different countries 
2. Conduct medical checkups on approved hospitals on arrival of employees prior to their residence permit.

3. Issuance of health cards for all recruited employees.

4. Issuance of residence permit prior to mobilization of employees to respective clients.

5. Mobilization of employees as per the requirements of clients to different works sites located in different locations.
6. Preparation of monthly payroll for 1200 employees.

7. Time sheet collection from different clients prior to payroll calculations.
8.  
Salary disbursement through automated banking facility to all employees.

9. 
Invoice preparation as per monthly time sheets collected from clients.

10. 
Payment follow ups.
11. Scheduling vacation of employees as per client approvals.

12. Issuance of exit and re-entry visa for employees.

13. Issuance of air tickets for employees.

14. Performance appraisal for employees as per clients yearly performance reports for employees.
15. Demobilization of employees with poor performance report and arrange replacements for the demobilized employees. 

2. Worked as “Administrative executive” from October 2007 to February 2010 with a contracting company specialized in Fireproofing, Scaffolding, Thermal Insulation, Refractory, Blasting and Painting.

Company Name
: Faisal S. A-Naimi Establishment (500 Employees).

Location


: Dammam, Kingdom of Saudi Arabia.

Experience 

: 2 Years and 4Months.
3. Worked as “Sales Coordinator” from February 2007 to July 2007 with a trading company for construction glasses (SAINT GOBAIN).
Company Name
: New Merchant International LLC.

Location


: Dubai, United Arab Emirates.

Experience

: 6 months.

In India:

1. Worked as “Auto Loan Coordinator” from July 2005 to January 2007 with an authorized car dealer for Maruti Suzuki.
Company Name
: Pratham Motors Pvt Ltd.
Location


: Bangalore, India.

Experience

: 1 years and 7 months.

Educational qualification

Post graduate in Management (MBA), with specialization in Marketing and Human Resource Management, from Mahatma Gandhi University Kottayam, during the academic year 2003-2005.
Graduate in commerce (B.com), with Computer Application in business as optional, from Mahatma Gandhi University Kottayam, during the academic year 2000-2003.
Training Undergone

8. Induction training for Maruti Suzuki Cars - Conducted by NIS SPARTA (INDIA). 
9. Awareness Training for A, B & C segment Cars - Conducted by NIS SPARTA (INDIA).
10. ISO 9001 Awareness training (2008 Version) – Conducted by FAHSS TUV (K.S.A).
Computer knowledge

SAP B ONE (Human Resource & Customer Relations Management).
Language proficiency

English

: Read, Write and Speak.

Hindi

: Read, Write and Speak.

Arabic

: Read and Speak.
Personal details

Age and Date of Birth

: 32, 12-11-1982
Sex



: Male

Marital Status


: Married
No of Children’s

: 1

Nationality


: Indian
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