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Summary:
· HR/Administrator profile with total experience of 8 years in setting up and working in highly professional Admin/HR and operations. An extensive and enriching exposure to progressive HR/Administration systems & practices
· Handled Core HR/Admin activities like Recruitment, Payroll, Time Office Management, Performance Appraisal, General Administration and operations.
· Highly articulate, demonstrating excellent communication, relationship building, analytical and interpersonal skills across all levels from executives and administration personnel to customer/ external agencies and staff, covering all ends of the spectrum.

· Sound experience in handling diverse activities with strategic understanding of HR, Administration, Business and organizational change.

· Positive attitude with ability to learn and grow, dealing effectively with multicultural environment, excellent HR and administration skills
· Having proficient knowledge in ASAP methodology. Having configuration, transaction and reporting knowledge in various SAP- HR sub modules.
· Adequate Knowledge in Labour Laws.
· Management Procedure in SAP R/3 4.7,my SAP ERP 2005 ECC 6.0
· Possess excellent interpersonal, communication and organizational skills.
 WORK EXPERIENCE:
· Working as a Co-Coordinator in M/s Maheswari Pvt Ltds in Bhimavaram,India from May, 2014 to June 2015
· Worked as Sr.Executive-Operations for Yousuf Al Hashmi Uniform Mfg Co LLC. Dubai, since Oct 2010 to 13th Jan 2014
· Worked as a Sr.HR Executive for Infinite Shipping & Logistics Pvt Ltd, Visakhapatnam From April 2009 to October 2010.
· Worked as a HR Executive for Deccan Services Pvt Ltd, Hyderabad from March 2007 to Feb-2009.
· Worked as a Recruiter for Manifest Info services Pvt Ltd Hyderabad from Feb-2006 to Dec 2006.
ACADEMIC CREDENTIALS:
2005 M.HRM (Master of Human Resource Mgt) from Andhra University, AP India passed in I Division 

2003 B.Com (Bachelor of Commerce), from Andhra University, AP India passed in I Division   

2000 Inter (Commerce), from Intermediate Board Passed in I division. AP India.


TECHNICAL SKILL SET:
ERP

     :  SAP HR R/3 4.7, ECC 6.0
Operating Systems:  MS-Dos, Windows,Windows XP
Office Suit
     :  MS-office 2000, Ms- Visio’s 
SAP-HR Exposure:

· Organization Management (OM), Personnel Administration   (PA), Time Management, Pay Roll, Recruitment, and benefits. Management Procedure in SAP R/3 4.7, my SAP ERP 2005 ECC 6.0---Having adequate knowledge in ASAP methodology, documentation, testing.

-----------------------------------------------------------------------------------------------------------------------
Work Experience:                                                                                                                                                                                                                                                                                                                         
-----------------------------------------------------------------------------------------------------------------------
Organization 
: Yousuf Al Hashmi Uniform Mfg Co LLC.


Duration
: October 2010 – Jan 2014
Job Profile 
         : Sr. Executive- Operations
Place

         : DIP Dubai, United Arab Emirates
Main Accountabilities:

· Monitor control and manage business operations to meet customer and organizational objectives.

· Agree  Organization Objectives with Managing Director

· Managing & Handling Operations like general administration, Production, Procurement, Clients handling, and partial accounts.
· Provide management support and leadership, organization’s operations/ General Administration.
· Management responsibility for major clients such as  Dubai Municipality (DM), Abu Dhabi Terminals, Emrill Services, and Dubai World Central etc.
· Having complete responsibility of uniforms production, deliveries; prepare the production plans and schedules. Controls and reviews the plans and updates it. Responsible to improve productivity, quality, and efficiency of operations.
· Continue look to improve on service delivery to increase efficiency. 
· Managing and handling all activities related to Employees Visas, Renewals, Office Trade license. 

· Maintain Time office Management, employee time sheets, leave records, overtime. Preparation of work slips for production.

· Maintain full record of each person’s employment history, both online in paper form, and ensure all information is kept confidential.
· Managing all activities related to the procurement, imports & exports. Managing stores and inventory.

· Preparation of the quotations and follow-ups

· Develop and Maintains a strong working relationship with the clients, government officials, and the inside staff.

· Direct reporting to the General Manager/Managing director
--------------------------------------------------------------------------------------------------------------------------

Work Experience:
---------------------------------------------------------------------------------------------------------------------------

Organization 
: Infinite Shipping & Logistics Pvt Ltd, Visakhapatnam.


Duration
: April 2009 – October-2010 

Job Profile                   : Sr. HR-Executive 

Responsibilities:

· Handling Human Resources activities like recruitment, Time office management, Payroll, performance management in accordance with corporate policies and procedures.
· Coordinating with various heads of the departments and concerned persons from various divisions to take Manpower Requirements. And conducting recruitment programmes, selection process, preparing offer letters, joining formalities documentation and induction.
· Preparing the Monthly Payroll Process for all branches.
· Handling Administration responsibilities

· Maintaining Time office Management, Maintaining employees personnel data
· Handling the Contract workers in Hindustan Shipyard Ltd and company Workshops.

· Maintaining PF & ESI administration.
· Preparing Monthly Invoice of the Organization
--------------------------------------------------------------------------------------------------------------------------
Work Experience:
---------------------------------------------------------------------------------------------------------------------------
Organization 
: DECCAN SERVICES Pvt Ltd, Hyderabad.


Duration
: March 2007 – February, 2009 
Job Profile                   :  Executive-HR
Responsibilities:
· Based on the requirement, a detailed study of Job description, skills consultation of concerned person and a action plan is framed.

· Coordinating and Information to the recruitment team on required positions

· Scheduling interviews with Admin’ Manager, Panel and take up of HR Interview upto Managerial level

· A detailed M.I.S on the requirement / Profiles / status is maintained on a day to day basis.

· Maintaining Time office Management
· Maintaining employees’ data

· PF&ESI administration
-------------------------------------------------------------------------------------------------------------------------

Work Experience:
---------------------------------------------------------------------------------------------------------------------------
Organization 
: Manifest Info Services Pvt Ltd, Hyderabad.


Duration
: February 2006 – Dec 2006

Job Profile            : Recruiter - Human Resource

· Sourcing for potential candidates through Job portals.
· Screening of resumes to shortlist appropriate resumes matching the requirements 

· Moving the screened profiles for Database entry.

· Preliminary screening for interviews and interact

· Conducting the preliminary interviews.

· Attending Client Meeting.

· Scheduling & coordinating interviews / events including sending call letters to the candidates as per the interview calendar

· Maintaining MIS Sheet and Validation Report     


PERSONAL DETAILS:

Date of Birth

:   16th July, 1983
Languages Known
:   English, Hindi, Telugu,
Nationality

:   Indian

Marital    Status

:   Married


