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Qualification:
Master of Arts – Arabic.

B. Ed – Arabic.

Bachelor of Arts – Arabic.
Diploma in Computer Application.
Profile:

Age:  29, Male.
Nationality:  Indian. 

Material status:  Married. 
Languages Known:   English, Arabic, Hindi and Malayalam.

Computer Proficiency: 

MS Office.
Photoshop.

Internet Explorer.

Windows XP/2000/2007.

UAE Immigration & Labour System.

Arabic and English Typing.

Skills:
Organising

Approachability

Time Management

Integrated and Trusty
Process Management

Problem Solving and Decision making.
English ↔ Arabic Translation. 

	
	Career Objective:
A motivated, results-focused Human Resources Professional with more than 4 years’ experience in the relevant field, seeking an opportunity to utilize career experience, skills  and education to contribute to employer objectives, profitability, and success with a company offering potential for challenge and growth.

Areas of Knowledge:

I Human Resources I Administration I Consulate Procedures I Public Relations I PRO / GRO I UAE Immigration & Labour Laws and Visa Procedures  I Online Govt. Application Processing System I Abu Dhabi & Dubai Municipality Procedures  I Translation  I  ADDC, TRA, DEWA  I CNIA Works  I Police Dept. related works I Business Set up.
Professional Experience:    

Human Resource Administrator, 2013 – Present,

Brookfield Multiplex Constructions L.L.C, Dubai, U.A.E.

· Responsible for the day-to-day administration of human resource including employee relations, compensation and benefits etc.  

· Liaise with Administration Department regarding accommodation and transportation of all the newly hired candidates.

· Maintain personnel related documentation, including staffing, recruitment, leave records, Transfers/ Promotions and Exit Interview reports.
· Arranging and supervising regarding visa applications and Liaison with Immigration & Labour departments to coordinate visa processing and visa stamping in coordination with PROs’.
· Maintaining and updating computerized HR information systems and ensuring accurate recording of employment, personal and staffing establishment payroll information.

· Maintenance of CV filing system and response database.
· Administration of Insurance, insurance claims files, including follow-up to correspondence.
· Managing confidential matters like personnel relations, employee relations, and organizational changes, correspondence, reports and records in compliance with Company guidelines and local regulations.
· Supervising appropriate contractual documents regarding offer letters, terminations, and employment variations.
Human Resource Officer, 2011 –  2013,

Lulu Management and Business Consultancy, Abu Dhabi, U.A.E.
· Assisting HR Person with all aspects of administration, processing new hires and terms, filing personnel records and additional projects as needed.

· Will assist the Payroll Administrator with processing payroll; includes data entry of check information.
· Preparation of Ministry of labour & immigration documents, which are related to visa processing applications, Municipality & chamber of commerce, CNIA - Oil field security pass application arrangements, Various Embassies visa forms, Telecommunication & Electricity and other related works. 
· Individual filing index for all the employees. 

· Maintenance of files for all the external correspondence and inter-office memorandums.
· All kind of business set up and support to the new entrants.
Teaching Experience: 

Arabic Language Teacher , 2010 -2011.
Govt. UP School,  Kerala.

Arabic Language Teacher , 2009 -2010.

Govt. Senior Basic School Kerala.
Arabic Language Teacher , 2006 -2008.

Islahiya Orphanage Higher secondary School. Kerala.
Arabic Language Teacher , 2003 -2006.

Islahiya Orphanage Secondary School. Kerala.
Arabic Teacher in different Parallel Educational Institutes and tuition centers
(In these periods).
Achievements:     

· Various prizes for creative writing in school, college and university levels.
· Various prizes for art events in different levels.
· National school Teachers Teaching Skill Competition Winner with Special            Appreciation from National Educational Council and State Educational Officer.
Hobbies:     

· Reading Books.

· Internet browsing. 

· Traveling.

· Playing football and Badminton.
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