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Resume

Gulfjobseeker.com CV No: 1443780
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Personal Traits: Sincere, hardworking & a real team player.
Core Strengths: 9 Years experience in HR, accounting & operations.
CAREER OBJECTIVE
To work in some of the most advanced and complex organization having a open culture with emphasis on responsibility, mutual respect and trust with prospective growth opportunity and job satisfaction for changing global market trends.

WORK EXPERIENCE
· Admin 
Mecca Advertising Company (Chennai, India) 
(August  2013 to April 2015 )

Jobs and responsibilities: - 

· Maintaining  daily attendance of the staffs 

· Preparing monthly salary statement for staffs

· Payroll processing 

· Project  preparations 

· Assigning staffs for the sight work 

· Admin / PRO 
East Sands Tourism LLC
(August  2012 to June 2013 )

Jobs and responsibilities: - 

· Applying visa for the new staffs 

· Visit visa processing 

· Maintaining  daily attendance of the staff 

· Preparing monthly salary statement for staffs

· Payroll processing 

· Assigning the drives for tours and coordinating with clients 

· Petty cash maintenance 

· HR Executive 

Arabia Taxi Ajman L.L.C., Ajman.
(February 2010 to April 2012)

Jobs and responsibilities: - 

· Checking required documents for new applicants.

· Selecting  of candidates those who qualify for APTC test.

· Acquiring pass papers from APTC in order to start Visa process for successful candidate.

· Gathering successful candidate document.

· Preparing  appropriate papers to the PRO department for Visa.

· Monthly attendance recording for staff and drivers.
· Payroll processing 
· Accepting and approving driver’s annual leave depending upon eligibility.

· Preparing leave clearance forms for both staff and drivers.

· Assigning cars to drivers depending on location of residence.

· HR Executive 

Arabia Taxi L.L.C., Dubai.

(November 2006 to February 2010)

Jobs and responsibilities: - 

· Checking required documents for new applicants.

· Selecting  of candidates those who qualify for RTA test.

· Acquiring pass papers from RTA in order to start Visa process for successful candidate.

· Gathering successful candidate document.

· Preparing  appropriate papers to the PRO department for Visa.

· Monthly attendance recording for staff and drivers.

· Accepting and approving driver’s annual leave depending upon eligibility.

· Preparing leave clearance forms for both staff and drivers.

· Assigning cars to drivers depending on location of residence.

· Visa Representative(oversea) as a part-time 
Silver Line Travels, Chennai

(January 2001 till January 2004)

Jobs and responsibilities: - 

· Checking required documents for applicants.

· Submitting the document to the concern Consulate.
· Collection of the visa approval.

· Accountant
Mustafa Auditor Firm, Chennai

(February 2004 till March 2006)

Jobs and responsibilities: - 

· Bank reconciliation
· Petty cash maintenance 

EDUCATION
· Bachelors of Commerce 2004.
(MADRAS UNIVERSITY, Chennai)
· Secondary School – 2001

(Hindu Higher Secondary School – Chennai)
INFORMATION TECHNOLOGY CERTIFICATIONS
· Computer Hardware application - University Of Madras.

· Computer software applications – APTECH (HDSE)

SPECIALIZED TRAINING
· Well versed with installation of Personal Desktop Computers and Networks.

· Computer Literate (Ms Office, Windows 98, Windows XP, Windows 2007, , ORBITS)

· Good interpersonal and communication skill.

· Excellent problem solving ability. 

PERSONAL DETAILS

Age 


:
 34 years 

Nationality

:
 Indian 

Marriage status 
:
 Single
Languages

:
English, Hindi, Tamil, Urdu.

References can be provided upon request
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