CURRICULUM VITAE
CAREER OBJECTIVE

To be a part of an innovative and dynamic organization, that allows me to put my education, knowledge and abilities to the best use, to enable adding value to the organization and contribute to the all round development of the organization.   

CAREER SUMMARY / HIGHLIGHTS 

· Specialised in handling Human Resource activities such as: Leave Administration/ Employee Relation & Recruitment. Having more than 8 years of work experience. (Worked for more than 1 year in Goa-India & presently working as an HR Officer for the last 7 yrs  in Doha- Qatar)

· Computer Skills: Having a high degree of Microsoft Office based computer skills and experience of using computerized packages & management information systems.

· Language Skills: Having a good standard of written & spoken English. Has got good interpersonal and communication skills.

· Other Skills:

· Ability to maintain high level of confidentiality & building trust.
· Concern for accuracy & details oriented.

· Planning and Organisational skills.

· Ability to prioritise and handle multiple tasks in a demanding work environment.

· Teamwork - Enjoys working as part of a team and supporting others with their work. 

· Able to lead and supervise a team.

· Strong understanding of company policies and procedures.

· High degree of flexibility and adaptability. Willingness to learn new tasks.

· Have a good demeanor. Instrumental in establishing an ethical work culture.

· Leadership Qualities: Organized, professional, efficient, responsible, conscientious, dedicated, committed, hardworking and honest person with good moral values, positive attitude and a strong character. 
GULF WORK EXPERIENCE (7 YEARS & above)

· BLACK CAT ENGINEERING & CONSTRUCTION, DOHA-QATAR. A company specialized in Engineering, Procurement, Installation and Commissioning of Multidiscipline and Complex Projects. 
Period of Service: 1st March 2008 till date. 
Working as an “HR Officer”
Job Responsibilities / Achievements:-
Employee Relation:
 

 
Prepares Monthly HR Report
     
Handles New Employees’ Induction and introduces new employees to company policies.

    
Processes Probationary Assessments 
      
Processes Termination Letters & Resignation Acceptance Letters and administers any penalties required relating to breach

        Follows-up Leave Extensions and Tardiness
        Prepares CVs for Tenders
     
Communicates with the employees and helps them with their inquiries to ensure compliance of company rules and regulations

     
Prepares and submits Daily Staff Movement Update (Attendance) to the management
     
Liaises with Ticketing any new or old staff arrival and departure
     
Prepares New Employee Joining Report 

     
Encodes and generates employee(s) Arrival Report from Leave
     
Prepares employee required Bank Letters

      
Prepares Experience/Employment Certificates

Leave Administration:

· Leave management (Due/Unpaid/paid)
· Flight bookings
· Hotel bookings (Local/overseas)
· Business travels
· Weekly Exit Report
· Visa renewal Report
· Settlement report per payroll requirement with complete leave/resignation details of the employees to prepare the leave/Final settlement timely.
· Distributing the travel details to the main site administration, their respective sites & to the time & wages department to enable them to prepare their timesheets and clearance certificates on time to avoid any delay in their settlement process.
· Distributing the timely updates of the employees (Staff) to prepare the daily Staff Movement Report
· Departure Report (Daily) upon the departure dates of the employees
· Ticket fare analysis per every invoice of the travel agent.

· Preparing LPOs of flight tickets & Hotel bookings

· Sorting the invoices per the project/leave/recruitment/business travels etc. to enable to indentify the respective Job codes & Cost codes in order to bill it to the appropriate costing.

· Verification of all the invoices of Flight ticket & Hotel bookings before any further process.

· Preparing the per diem allowance request per their eligibility for all the employees going on a business travel.
Recruitment:
 

     
Receives departmental manpower requisitions

      
Liaises with recruitment agencies available locally or outside the country for any suitable candidates.

      
Receives and shortlists CV’s

     
Schedules telephone interviews with shortlisted CV’s.

     
Forwards all initial interviews and shortlisted CV’s to concerned managers

      
Arranges personal interview if required.

      
Receives all required documents for selected employee’s joining and forwards them all to HR for processing.

WORK EXPERIENCE IN INDIA (1 YEAR & above)

· ZERO OCTA SELECTIVE SOURCING INDIA PVT. LTD, GOA-INDIA. An UK based Company dealing in Audit of Airline Tickets of various Airlines.   

27th March 2006 to 4th May 2007 (Resigned to work in the Gulf)
Worked as an “Air Fare Auditor”  

Job Responsibilities:-
· Auditing of tickets for various Airlines

· Doing quality check on the junior auditors

· ADM checking before sending the errors to the airlines to avoid Agent’s disputes

· Managing the team of 30 auditors in Team Leader’s absence

· Conducting meetings

· Giving briefing about the latest updates 

· Maintaining the productivity log sheet of the auditors

· Finding the fares through Amadeus & ATPCO (CRS)

· Sending mails to the Audit Executives

· Strictly maintaining the confidentiality of the company

· Meeting daily target effectively & efficiently
Additional Job Responsibilities:-
· I have also served as an “Air Fare Ticketing Instructor “for a short period in absence of our Instructor in Zero Octa Recruitment & Training (India) Pvt. Ltd. A sister concern of Zero Octa Selective Sourcing India Pvt. Ltd. An educational institution providing courses in IATA and Air Fares & Ticketing

PROFESSIONAL QUALIFICATION & TRAINING

· February  2006
Successfully completed  “Air Fare Audit Training” with 80% 





through Zero Octa Selective Sourcing (India )Pvt. Ltd.

· December 2005
Successfully completed  “Air Fares & Ticketing Course” with 
                      

85% through Zero Octa Recruitment and Training (India) Pvt. Ltd.
 

EDUCATION

· May 2003        

Awarded the degree in Bachelor of Business Administration at  

         


Bangalore University, India.
COMPUTER SKILLS

· June 2007

Successfully completed a course in Computers -Windows, MS-  




Excel, MS-Word, MS-Power Point, MS-Outlook at NIIT Academy, 



India.
PERSONAL INFORMATION

· Date of Birth   
 : 14th January , 1979 

· Place of Birth
 : India

· Nationality
 : Indian

· Gender 

 : Male
· Religion

 : Christian

· Marital Status
 : Married
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