
Gulfjobseeker.com CV No: 1428702
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php        
     


                                                                                                  
                                                                                                                                                                                                                                                                                                                                                                         Professional Snapshot
HR/Admin Professional with 11 years of experience in managing the spectrum of functions like Induction – Office Administration –Training & Development - Performance Management – Compensation & Benefits – Policies & Procedures. 
                                                                                                                                                                                                                                                                                                                                                                                                                Employment Graph
	Organisation
	Designation
	Year

	ETA – Mechanical & Electrical – Abu Dhabi.               (ETA ASCON & STAR Group)

	 Executive – HR & Admin
	2011 August to Till Date

	Voltas Limited – Abu Dhabi
(TATA Group)
	Administration officer 
	2008  April  To July 2011 

	M/S Almajal Service Master
(Sub.cont for Saudi Airlines)


	Administration officer
	  2004  Nov to March 2008


                                                                                                                                                                                                                                                                                                                                                                                                               Career Contour
	Key Result Areas

	KEY RESPONSIBILITY IN ETA ASCON & STAR GROUP – ABU DHABI     
· Responsible to process monthly Pay Roll for 8000 Workers including Sub – Contractor’s.

· Processing of visa applications, renewal procedures, obtaining work permit, deporting formalities and arrangement of accommodation for the new employees immediately on their arrival to UAE. 

· Coordinator for ISO, LRQA and SKEA for HR Related Matters.
·  Conducting Induction program for New Joiners / Transfer employee and give the proper guidance for their further specification. 

· Conducting Grievance Cell Exclusive for workers with HR Manager.

· OIC Insurance Card related activities of workers including Sub – Contractor’s.
· Coordination with HR and site commercial to conduct annual employee performance appraisal.

· Assist HR Manager to developing personnel procedures / HR policies.

·  Ensuring Medical & Sick leave Payments for workers including site accident cases.
·  Responsible for maintenance of personnel records and effective administration of all other personnel procedures including employment contract / renewal, transfers, termination and pay changes.   

· Coordinate with Accounts Department for to calculate the end of service benefits.  

· Monitoring Work Permit, Residence Permit and Passport Expiry with HRM and Camp Warden.
· Assisting all Commercials of Site Including Periodical Meetings.
· Visa medical Reimbursement.
·  Updating Master list , On leave and Cancellation
·  Issuing Salary Certificate & Salary transfer Letters to Banks.

·  Sole Responsible for Workmen Compensation Policy, Insurance Policy as per the contract requirements.

· Responsible in Workmen Compensation Claims & Employee Medical Expenses Claim.

· Maintain All Tenancy Contracts (Stores, Offices, Flats, and Camps etc) Dealing with All licenses & service Agreements.
KEY RESPONSIBILITY IN  VOLTAS LIMITED 
· Corporate level Interaction

·  Pay- roll & Compensation Management

·  Salaries input and attendance maintenance

·  Managing recruitment, Selection and joining formalities of new employees

·  Coordinating other HR and Admin activities

·  Preparing Short term monthly Budgets

·  Grievances Handling

·  Administer employment agreements

·  Keep all Employees Records ( Joining information, Attendance, Leave, Resignation)

·  Recruitment

·  Appraisal

·  Maintain the leave management system

·  Manage the filing, storage and security of documents

·  Respond to inquiries

·  Supervise customer services and respond to customer inquiries

·  Reviewing and approving payables

·  Developing and managing the department budget

·  Tracking expenditures

·  Reconciling accounts




                                                                                                                                                                                                                                                                                                                                                                                          Extra Curricular Activities      
	 COMPUTER KNOWLEDGE 
SUPPLEMENTARY DETAILS


	· Micro Soft Office Package( MS-Word, MS-Excel, MS-Power Point, MS-Publisher)

· Data Base ( MS-Access With Visual Basic)

· Desk Top Publishing Software (Adobe Page maker, Adobe Photo Shop, Adobe Illustrator)

· Operating System: (Windows, MS-DOS) 

· Computer Programming (C,C++, Visual Basic)

· Hard Ware ( Computer Assembling, Software Installing, Local Area Networking, Server Administration)
· Holding Valid UAE  Driving License
· Holding Valid Indian  Driving License

· Well versed with Windows NT4.0, Windows 2000, Windows 2003, Windows XP and Vista,Windows7, , SAP Module Program, MS-Office Applications, Adobe Photoshop, Adobe Acrobat 9 Pro, COBOL,C,C++,VB, Windows & Internet Applications



	LINGUISTIC PROFICIENCY


	Language

Proficiency

Read

Write

Speak

English

Excellent

Excellent

Excellent

Hindi

Good

Good

Good

Malayalam

Excellent

Excellent

Excellent

Tamil

Good

Good

Good

Arabic

--------

----------

Good



	System Savvy


	MS-Office /Orbits /SAP/Aconex 


                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            Educational Credentials      

	            Degree
	Institution, Year
	Specialization

	Master Degree in Business Economics
(Full Time)
	D.B College, Sasthamcotta, Kerala University 
	Business Economics

	Master of Business Administration  (Part Time)
	      Anna University – Distance Education 
	Marketing with HR

	Bachelor’s Degree in Economics      (Full Time) 


	D.B College, Sasthamcotta, Kerala University 
	Economics

	Personal Dossier
	DOB 
 

: 19.05.1980
Marital Status

: Married
Visa                                    : Residence (Transferable) 




