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Focus Positions: Executive Post in Admin/HR/ Payroll 

To find a challenging position to meet my competencies, expertise, capabilities, skills education and experience and to be an asset through my abilities, potential, integrity and discipline

· Bachelor of Business Administration - Kerala University, India
· HSC (Plus-Two)- Board of Kerala



· Project Topic
: Effectiveness of Motivational Techniques 

· Company
: Sararthy Motors, Kollam, Kerala, India
· Duration

: 21days


· Knowledge of Ms-Word, Ms- Excel, Ms-Power Point, Outlook Express
· Good Typewriting speed (50w/pm)
· Well experienced with use of Internet

Job Title:
HR Executive

Company: Southern Interiors

Location: Ajman,UAE

Duration: From May, 2015.

· Assist in payroll preparation by providing relevant data as required.

· Leave salary payment in advance.
· Review of employees’ monthly timesheet to process payroll.
· Create new employee master data such as Name, Position, date of joining, MOL number, Basic salaries, housing allowance, educational allowance, leave quota, employee status, provision data, etc.
· Properly handle complaints and grievance procedures.

· Overtime calculation as per UAE labor law.
· Process annual leave as per eligibilities.

· Knowledge of annual leave, indemnity accruals.

· Prepare draft calculation of EOSB as per law.

· Data entries of employees’ leave management

· Assist with day to day operations of the HR functions and duties.
· Compile and update employee records (hard and soft copies).
· Deal with employee requests regarding eligibilities as per company policy and UAE labor Law.
· Booking employees annual flight, joining and repatriation tickets as per policy.
· Collects and validates timesheets from other departments and business units.

· Processing annual leave, sick leave, and unpaid leave etc.
· Ensures company’s HR policies and procedures are adhered
· Contributes to team effort by accomplishing related results as needed.
· Provide clerical and administrative support to Human Resources executives.
· Gather personnel records from other departments and/or employees.

· Maintaining employee files and the HR filing system;

· Assisting with the day-to-day efficient operation of the HR office.

· Maintain complete knowledge of and comply with all departmental policies, service procedures and standards.
· Access all functions of computer.
· Arrange meeting room requirements as requested by the Human Resources Manager.
· Maintain filing procedures.
· Process requests for overnight mail and other delivery/messenger services.
· Update employee files according to information listed.
· Assist in processing new hires and transfers by explaining instructions on completing all appropriate forms.
· Prepare ID's and nametags for new employees and replacements for current employees.
· Review status of incomplete work and follow up actions with Human Resources Manager.

· Proficiency in MS Office (Word, Excel, Outlook), Power Point & Internet

· Excellent communication skills, effectively deal with people at all levels

· With high interpersonal skills

· Fast learner

· Can work under pressure Hardworking and with sense of commitment.

· Ability to work either individually or in a part of a team.

· Competent and reliable worker.

· Self-motivated.

· Willing to accept criticisms.

· Always put first things first.

· Very eager to learn and to be trained.

· Well organized and attentive to details.


Nationality

:
Indian
Status

:
Single
Age


:
21
Languages 

:
English, Tamil & Malayalam
Religion

:
Islam, Muslim
Visa


:
Visit

I hereby declare that above mentioned are true and correct to the best of my Knowledge and belief
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