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Objective              

To obtain a challenging position in an organization that will allow me to contribute to its growth through the application of my education in Business Administration along with my experience and computer skills.

Summary of Experience

 
A highly motivated, creative and versatile professional with about  6+ years of experience in Business Administration, Human Resource, Sales and Marketing of  various products. 
Professional Experience

Worked as a  Human Resource Officer   in “ Al Sahraa Metal Industries ” Abudhabi. U.A.E. Since June 2012 to Sep 2013. 

Payroll Administration:
· Daily prepare Settlement of Leave Salary , Passage  and Gratuity , and its also checked manually and entered in system
· Daily collect the passport from Employee or Employers and also prepare Joining Report process in system
· Monthly collection of time cards from site supervisor on or before 05th of every month.
· Monthly checked, total and OT worksheet for accounts before 10th of every month for salary purpose.
· Compiling the job allocation reports for Non-OT staff from various departments and handover to Accounts for job costing purpose before 10th of every month.
· Monthly prepared the Time Sheet reports on the basis of projects.
Administration:
· Coordinate with PRO in all related paperwork regarding change of visa status of newly selected candidate.

· Established and maintained HR related employee files reflecting salary increase, deductions, garnishments, benefits and payroll exceptions while exercising high level of confidentiality.

· Communicate with internal departments as well as to exchange information, coordinate activities, and resolve issues.
· Established and maintained company files reflecting Trade License, Company Tenancy Agreement, Company profile, exercising high level of confidentiality. 
· Coordinated with P.R.O regarding company’s legal issues and helped them with proper documentation support to resolve each and every issue.  

General Responsibilities:

· Performed routine job including handling appointments’ receiving, screening and routing e-mail messages; meetings, preparing correspondences, and staff accommodations.
· Excellent background in HR related works such as manpower planning, screening, recruiting, placing of staff appropriately, creating job descriptions, monitoring and maintaining staff personal file system, having complete knowledge of Visa procedure right from application till cancellation, preparing staff payroll, salary disbursement.
· Liaise with overseas recruiting agent right from sourcing till arrival of staff.

· Arrangements to pick up & drop off to and from airport for newly and outgoing staff.

· Authorized signatory to issuance of Offer and Appointment letters, Acceptance of Resignation and Terminations, warnings, fine and penalties, inter department transfers, memos, circulars, etc.

· Processing or renewals of administrative contracts and rentals agreements.

· Serve as a link between management and employees by handling queries and resolve related problems.

· Maintain records concerning personnel-related data such as hires, performance appraisals, and absenteeism. 

Recruitment:
· Recruitment and selection of new staff; interviewed candidates, facilitated the joining of new staff, organized all formalities and maintained up-to-date files of candidates.

· Identifying organizations staffing needs, Sourcing, screening and short-listing resumes.
· Schedule and co-ordinate Interviews - Conducting telephone and personal screening Interviews.
· Maintain the database for candidates who are referred/ short listed for future requirements.
· Preparation of personnel file and assigning employee ID.
Worked as a Human  Resource  Assistant   in “ETA STAR INTERNATIONAL L.L.C” Dubai. U.A.E. Since March 2008 to Jan 2011. 
Payroll and Settlement Administration: 
· Prepared Vacation and Resignation Settlement for Staff and Workers
· Daily Prepared  Settlement of Leave Salary , Passage  and Gratuity , and its Also Checked Manually and Entered in Orbits
· Daily Collect the Passport from Employee or Employers and Daily Employee and Employers Joining Report Process in Orbits
· Maintained Petty cash Amount and Locker Amount   
· Monthly Collection of time cards from Site Coordinator on or before 05th of every month.
· Monthly Checked, total and compile OT worksheet for Accounts before 10th of every month for salary bifurcation purpose.
· Compiling the job allocation reports for Non-OT staff from various departments and handover to Accounts for job costing purpose before 10th of every month.
· Monthly Prepared the Time Sheet reports on the basis of projects.
· Checked the attendance report and informing the HR executive about absence of any employee from time to time and Maintained the leave planner of employees.
Recruitment:
· Upon receipt of the manpower requests – advertise, shortlist, schedule for interviews, collect & verify documents for visa processing, prepare offer letters, etc. in coordination with HR Manager
· Initiate probation appraisals and issue confirmation letters on completion of probation.
· Maintain the database for candidates who are referred/ short listed for future requirements.
· Preparation of personnel file and assigning employee ID.
Worked as a Human Resource Assistant in "RESIDENCY STAR HOTEL", Chennai, and TamilNadu, India. Since April 2006 to 2007 July .
· ESI (Employees State Insurance Corporation) and PF  (Provident Fund)
· Daily Day Transaction checked and Any Problem or information come, Its thorough Report to HRM 
· Duty Chat Enter in System of Department wise
· Monthly Attendance Enter of all employees and employers
· Maintained Petty cash Amount and Locker Amount   
· Monthly Ended Calculate Working days of all staff Leave Card Checked 
· Monthly Ended Calculate Working days of salary and Subtracts the Loss of pay 
· Prepare the Late memo and loss of pay Memo of Particular staff and then its through Report to HRM
· Daily & Monthly Report Information Through to HRM and GM.
Academic Profile

Post Graduation

 Completed Master Degree in Business Administration (MBA–HR & MR) from Bharathidasan University in Bishop Heber College, Trichy, TamilNadu, India, in the year of     2003-2005. 

                                                                                                                                                                                                                                                                                                                                    
            Dual Specialization

: Human Resource & Marketing
Under Graduation

Completed Bachelor degree in Science (BSc, Chemistry) from Bharathidasan University in Jamal Mohamed College, Trichy, TamilNadu, India, in the year of 2000-2003. 
Computer Knowledge            

· Package

: MS-Office, (Word, Excel & PowerPoint) 
· Orbits


: Payroll ( Prepare Settlements of Staff and workers )
Personal Profile                     

                  DOB


:  09-07-1983

                  Place of Birth

:  Labbaikudikadu

                  Nationality


:  Indian

                  Sex



:  Male

                  Marital Status

:  Married 
                  Languages known

:  English, Hindi, Malayalam & Tamil.


                  Visa Status 


:  Visit Visa
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