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CAREER OBJECTIVE

To employ my knowledge and experience with the intention of securing a professional career with opportunity for challenges and career advancement, while gaining knowledge of new skills and expertise. To work with an organization that offers advancement opportunities and professional growth.
PROFESSIONAL EXPERIENCE 
Al Karama Language and computer centre, Dubai, UAE


    
        Nov 2014 to Till Now
Karama Institute established in 2005, is a highly professional training institute, approved by KHDA, Dubai, offering a wide range of training programs to enhance the skills in diverse field. Find further details in the following link http://www.karamainstitute.com/
HR & Admin 
· Recruiting Office Staffs, Trainers for different language and computer courses

· Plan and coordinate recruitment activities like job announcements and advertisements; follow up and notify candidates about their application/Interview/employment status; prepare certification lists.
· Maintaining staffs, students attendance, Keep track of Performance 
· Meeting arrangements, scheduling classes.
· Processing documents for certificates attestation in KHDA -MOE.

· Handling telephonic enquiries, Take care of Students Counseling, Admission, Document verification

· Prepares and process reports in spreadsheets MS- Excel. 
· Implementing HR Policies and Procedures
Implement rules, and regulations related to human Resources management; respond to the management regarding employment verification requests, salary and benefit surveys, and other requests for information.
· Perform a wide variety of responsible clerical, technical, administrative, and office support duties like  compose and type letters, memoranda, Minutes, and other correspondence related to assigned human resources programs and activities; prepare a variety of reports including technical reports and status reports pertaining to human resource management programs and activities.

· Provide customer service, both in-person and by telephone; screen and direct telephone calls; take and
relay messages; answer questions of the students’ enquiries. 
· Resolve the problems of the students and trainers, Grievances handling
· Other Administrative duties as become necessary for smooth functioning of the department operation.
Dolphin Financials - TATA AIA LIFE INSURANCE LTD, Chennai


  June 2013 to July 2014
Dolphin Financials is a Singapore based firm associated with TATA AIA LIFE INSURANCE COMPANY LTD in 
Chennai. 
HR & Admin 
· Recruiting Key managers

· Update Database of Financial Consultants and new joined

· Keep track of Performance of key managers

· Maintaining attendance

· Meeting arrangements

· Documents verification of candidates for IRDA exam

· Scheduling candidates to IRDA exam and Tata Aia  Trainings
· Salary processing

· Prepares and process spreadsheets and graphics to compile and tabulate data using MS- Excel
· Keeps records of Employees and follow up all their annual leaves, sick leaves etc.
· Other Administrative duties as become necessary for smooth functioning of the departmental operation.
Al Million Services Trad. & Cont. (India) Pvt Ltd, Chennai                  

     Feb 2012 to May 2013
Al million Services Trad.& Cont.co (India).Pvt.Ltd. is a 13 year old Qatar based company and range of services include Civil & Building Construction, Industrial Civil & Mechanical Construction, Industrial Shutdown & Maintenance activities, MEP (Mechanical, Electrical & Plumbing) works, Fire Detection & Fire Fighting, Environmental Engineering, CCTV system, Industrial Safety & Security services, Access Control System and Project Support Services. We have offices in Qatar, Sultanate of OMAN and United Arab Emirates to support our operations. Find further details in the following link Running cab operation in Chennai with the brand name of Million Dots Taxis.
Key Responsibilities   : HR/ADMIN (Operations)
Recruitment
· Coordinate with various departments to identify requirement of Manpower.

· Manpower planning in consultation with the Functional heads

· Sourcing candidates profile, recruitment advertisements / Job posting
· Interview candidates to assess their suitability for employment

· Managing Consultants.

· Preliminary screening of profiles and Scheduling interview for the candidates.
· Salary comparisons and finalizations.

Overseas Recruitment Process
· Receiving Manpower Requirement from Qatar.

· Recruiting candidates from Nepal, Bangladesh, and Philippines to Qatar.

· Coordinating with Visa Process of the selected candidates

· Scheduling Interviews and conducting screening Interviews

· Making Visa Process for the candidates selected for abroad projects

· Verifying documents required for the visa process.
· Handling Employee Database (Both in Soft Form and Files Management)
HR Generalist

· Scheduling Induction for New Joiners.

· Introducing the new joiners to the location HR & Admin team and introducing them to the departmental representative.

· Coordinating the monthly induction program.

· Making employees aware of various HR Policies.

· Maintaining Personal files of all employees.

· Processing all joining and separation formalities.

· Marking sure that the separated employee’s accounts are cleared within specified period

· Confirmations, Payroll Management, Performance Appraisals, Performance Management

· Exit-Interviews

· Full and Final Settlement Competencies
Payroll & Compensation

· Responsible for collection of attendance from different location and maintenance of employees leave 
records for 
salary pay out.

· Preparing daily and monthly reports, like incentive reports, manpower reports.

· Handling employee’s queries.

· Issuing pay slips, salary certificate and other related documents.

· Preparing and maintain data of left over employees within stipulated time and clear their due in the form of

full & final.

· Making sure that all the necessary information’s are passed on to the accounts department for salary 
processing.
AS AN ADMIN:

· Maintenance of records like Attendance, Incoming and outgoing Couriers.

· Reminding about the Telephone Bills, Internet Bills, Electricity Bills, Water Bills and Paper Bills.

· Daily report to the Manager.

· Prepare weekly & monthly reports.

· Managing the office housekeeping, Security, Replenishment of stationary, petty cash management.
· Checking and entry of petty cash expenses, Preparation of ID cards, access cards etc
· Provide Administrative assistance to the Accounts department as/when required 
EDUCATIONAL / PROFESSIONAL QUALIFICATIONS

· MBA (Human Resource) - 2011


M.A.M. College of Engineering, Anna University, Trichy. Grade-76%

· BSC (Computer Science) - 2009


Avinashilingam University, Coimbatore. Grade - 70% 

PROJECT WORKED ON

1. Organization
: IBM techno turf, Coimbatore.
Topic              
: System for mobile and landline connections
Duration       
: 22.04.2009 to 31.06.2009

Learning       
: automation system to provide mobile and landline connections used

to keep track of those connection.

Learned database concepts

Done an application project in Linux platform using C language.

2. Organization
: ITC Ltd, Coimbatore.
Topic              
: A study on Effectiveness of training & development in ITC Ltd, Cbe.

Duration   
: 11.05.2011 to 31.05.2011

Learning       
: practical exposure about training & development in the industry.
COMPUTER SKILLS

Certified course in Software Engineering from IBM techno turf, Coimbatore
Operating System
: Windows 98/2000/XP/Vista/Ultimate 7, Ubuntu Linux.

Software Package
: ASP.net, VB.net,

Technical Skills      
: C, C++, JAVA, Ms Office, Software Testing.

Typing Skill       
    
: Lower Level
PERSONAL DETAILS

Date of Birth 

: July 1, 1989
Nationality

: Indian
Languages    

: English, Hindi, Tamil, Urdu, Arabic (To Read)
Hobbies

: Surfing, Reading books
