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Human Resources / Personal Assistant

· Bachelor of Arts (Humanities), Post Graduate Diploma in Human Resources Management with a 16-years HR / Administration career. 

· NEBOSH (pursuing)
Professional Experience

1. M/s. BILT MIDDLE EAST LLC (Al Basti & Muktha LLC) – Dubai, UAE - May 2013 – till date 

      (An ISO 9001: 2008, Civil & Electro Mechanical Co.)

       Responsibility: Site Administrator
· Maintenance of Site Logistics (Staff and Labour).

· Liaise with Employees and HO (HR, Admin, Accounts).

· Routine check to inspect the lightings of office of Consultants, Subcontractors & Security. 

· Quotation received to sale of scraps.

· Amendments, Renewals and Close-out.

· Maintained logs Outgoing letters & IOM.
· Prepared correspondence letters of consultant and subcontractors.

· Prepared MOM (internal & external)
· Attendance report forwarded for salary computation. 

· Prepared Groceries requirements.

· Prepared House keeping materials & Office Stationeries. 

· Miscellaneous works.

2. Government of karnataka, Bangalore (Department of Labour) 

Personal Assistant to Joint Labour Commissioner – Jan. 2010 to April 2013
1. Manage relationship with Professional Employer Organization, handling all payroll, benfits, workers’ compensation, employment.

2. Co-ordinate training program, selecting content and sourcing training vendors.

3. Prepare letters upon instruction on conciliation i.e., resolution of industrial disputes, enforcement of labour legislations, court matters, quasi-judicial and appellate administration of workmen’s compensation, gratuity, minimum wages and PPT related on conducting seminars, workshops, training programmes on industrial relations, contract labour, child labour, construction workers personality development.

4. Schedule the travel itinerary of JLC.  Update on General inward letters & RTI application.  Action the letters, RTI, e-mails and fax on instruction.  

5. Maintained Labour Officers, Sr. Labour Inspectors, Labour Inspectors, Accounts Officers and Other staff’s leaves. 

6. Prepare staff salaries and increment. 

7. Remittance of various deductions of staff to respective account / depts. 

8. Put-up the files, letters and documents for signature received from Labour Officers, Labour Inspectors and subordinates.
9. Prepared transferred orders. 
10. Prepared biometric reports. 

3.   M/s. Sagas Auto Tec Pvt. Ltd. Mysore  

(Manufacturers of Gas Kits for 3 – wheeler vehicles & domestic LPG) 

Worked as H. R. Executive – Aug.  2007 to Dec. 2010 

Worked with senior management to create HR policies and procedures; recruit employees; and develop orientation & organized training programs (internal & external). Manage leave-of-absence programs and personnel records; administered to adhere ISO procedures.  
Key Results:

· Structured and implemented programs and policies in the areas of training and new-employee orientation.

· Prepared employee manual covering issues including disciplinary procedures, code of conduct, and benefits information.

· Revised job descriptions across all levels and 50+ categories. “Shadowed” and interviewed employees to construct an accurate picture of the duties and skills required for each position.

· Time Office Management: Maintaining Computerized Attendance recording system Preparation and Maintenance of Muster roll. 
· Recruitment: Sourcing & Screening of Resumes, Short listing, Scheduling Interviews, Feedback & Offer Follow-Up with Clients & Candidates and Offer Confirmations & Joining follow-up with the Candidates. Conducted reference checks for New Hires.

· Induction: Conducted Induction and joining formalities for new employees to the organization 

· Provident Fund: Filing nominations and Declaration, Monthly, Annual returns and remittance of monthly contribution to bank, arranging Advance from the Fund and withdrawals, E.P.F. Transfers. 

· E.S.I: Filing nominations, half yearly returns, arranging ESI cards, remitting monthly contribution to bank. 

· Contract Labour: Maintained Subcontract agreement, Renewal & Termination, contract Labour’s attendance computed, Collecting Paid challans of P.F., E.S.I. 

· Records Maintenance: Maintained the leave book, Systematic maintenance of service records and files, maintenance of personnel statistics Audit and upkeep of all Personal Files. 

· Reference-check: Reference check of a new employee was done.  

· Miscellaneous: Supervision of Guest House, Garden, House Keeping and Security Personnel’s. 

2. August 2005 – July 2007 in M/s Kharafi National Co., Kuwait 

           (An ISO 9001: 2000, National Company for Civil, Mech. & Electrical Works)

            Responsibilities held: Secretary (For Projects # 1236/1036/1270/1185)

	
	Administrative Work Instruction:
	Department Work Instruction:

	1.
	Standard Filing System
	Equipment Division

	2.
	Correspondence Format & Control
	Human Resources

	3.
	Subcontract Administration
	Administration

	4.
	Amendment of Small Works Sub-contract Agreement.
	Employee Accommodation

	5.
	Monthly Cost Status Reports & Project Forecast Reviews
	Finance & Administration

	6.
	Level of Authority
	Temporary Office Facilities

	7.
	Office Management
	Miscellaneous Responsibility

	8.
	Mobile Telephones
	Employee Miscellaneous

	9.
	I. T. (Computers)
	

	10.
	Health, Safety & Environment
	

	11.
	Employee Performance Evaluation (Annual Appraisals)
	

	12.
	Employee Transfers
	

	13.
	Employee Resignation, Termination & Suspension 
	


4. July 1997– July 2005 – T.T.L. College of Business Management (Affiliated to University of Mysore, Mysore) 

        (A Management College – BBM & B. Com.  & M.B.A. courses with 380 students)

        Job profile / Company Profile: Office Superintendent

	
	Administration
	
	Examination (Semester System)

	●
	Students admission (enrolment)
	●
	Exam fees collection (biannually) 

	●
	Prepared Students details to obtain University approval 
	●
	Prepared list of enrolled students

	●
	Prepared Students statistics (Caste & Gender wise)
	●
	Allot the register Nos. sequentially for exams 

	●
	Maintained fees collection ledger 
	●
	Conducted the Exams

	●
	Maintained Accounts & Students admissions registers
	●
	Worked as Room Supervisor

	●
	Maintained Imprest funds
	●
	Students secured marks entered in records

	●
	Involved & assisted in Sports & Cultural activities  
	●
	Revaluation/ Retotaling list also prepared

	●
	Prepared Affiliation documents (UGC & UOM)  
	●
	List of students eligible for annual convocation was prepared 

	●
	MOM of General Body / other board meetings prepared & circulated. 
	●
	Exam remuneration details is prepared  

	●
	Maintained calendar of events & use of facilities.
	
	Scholarships to submit to Govt. & University

	
	
	●
	Scholarship list prepared of SC / ST 

	
	
	●
	Scholarship list prepared of OBC, Minorities & Phy. Handicap 

	
	
	●
	Various merit scholarships prepared (UOM)


Computer Skills:
· MS Office (Word, Excel, PowerPoint, Access, Outlook, Internet)






