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HR Generalist/ Coordinator 
My objective is to blend my creativity and professionalism to reach the top of the industry I’ll be working with to achieve this through the hard work, time management, dedication and commitment.  To make a significant contribution to the organization’s business plan with regards to human resources and office administration.
Summary
Five years industry experience in GCC as HR Generalist, organizes implements, and performs human resources functions such as: recruitment, selection, training and development, compensation and benefits. Strong knowledge in HR policies, recruitment, labor laws, employee relations, performance appraisal leaves & exit procedures, payroll and end of service benefits. 
Professional Work History

ADVANCED CONSTRUCTIONS TECHNOLOGY SERVICES

DOHA, QATAR 

HR & Recruitment Officer 
June 2012 – June 2014
Company Profile: Construction Industry, an ISO 9001:2000 certified Company

Reporting to HR Manager
· Sourcing of CVs, conducting interviews & tests, shortlist and recruits staff to fill vacant positions. 

· At completion of selection process, preparing relevant forms and offer letters, and collecting the signatures of the hiring managers, following internal policies to identify the correct level of responsibility/authority.
· At completion of offer, administers on boarding procedures, collecting the necessary documents for immigration and labour registration, providing guidance and support to offer holders complying with corporate and governmental procedures, liaising with public relation officers and external service providers, arrange travelling tickets.
· Conduct end to end staffing and on boarding activities.
· Prepare labor contracts for employees, register them in labor department, process the Resident permits, and processing of health cards for newly joined staff.

·  Undertake joining procedures in coordination with the business units, coordinate the induction schedule, with IT division (if required) for the provision of equipment (laptop, mobile, e-mail, etc…)

· Create personal files for all new starters and ensure that all documentation is present and completed

· Organizing airport pick up and accommodation for entitled staff within the Housing division

· Compile joiners’ data related to visas requirement

· Administering payroll and review information relating to payroll on a monthly basis
· Manage monthly payroll, sick leave, annual leave, unpaid leave and finalizing end of service benefits etc.

· Investigate sick leaves & accidents and make report with doctor’s notes for insurance carrier.
· Calculate any outstanding holiday and benefits

· Employee Communication, coordination between accounts dept.
· Draft employee letters in relation to any salary, bonus, benefit adjustment or warning letters and update all relevant systems

· Interpreting and advising on employment law;

· Coordinate with travel agencies for annual employee tickets

· Plans & conduct new employee orientation to foster positive attitude towards company goals.

· Conduct & keeps records of benefits plans participations, personnel transactions such as hires, promotions, transfers, performance reviews, terminations and employee turnover etc.
· Initiate Business communication with manpower agencies from different countries and keep database of applicants.

· Resident permits to be renewed according to system reports and it should be updated for all employees.
· Process emergency vacations as required.
· Keep employee files updated both by system and manual.

· Lead the activities of interviewing, hiring, terminations, promotions, performance review, employee safety etc.

· Motivate staff for outstanding performance and boost up morale.
· Responds back inquiries regarding policies, procedures and programs from clients and customers of the company.
· Coordinate the yearly performance review program & participates to ensure effectiveness, compliance & equity
· Prepare employee separation notices and related documentation, and conducts exit interviews to determine reasons behind separation.
· Draft letters to employees leaving the company & deliver employment certificates 
· Audits monthly personnel actions prepared by staff for the purpose to ensure consistency with position control report and to ensure that errors are kept to a minimum and that correct account numbers are used.

· Communicates with other employees, departments, administrators, applicants and the public for the purpose of providing information and assistance concerning employment, recruitment, transfers, personnel records, leaves, Licenses 
· Develops a wide variety of written materials for the purpose of documenting activities, providing written reference, and/or conveying information.

SAUDI OGER LTD.
HEAD OFFICE OF EASTERN REGION, DAMMAM, KSA. 

HR-Coordinator 
July 2009 - Dec 2011
Company Profile:

Saudi Oger Ltd. was founded in 1978 and is headquartered in Riyadh, Saudi Arabia., through its subsidiaries, offers construction, facilities management, real estate development, printing, telecommunication, utilities, and information technology (IT) services in Saudi Arabia. 
Responsibilities: Reporting to HR Head 
· Administering  payroll and company’s departments attendance lists
· Working closely with accountants and auditor for payroll check leaves, sick leaves and leave trackers /making sure that each department has enough manpower at all times.
· Leave settlement and final settlements processing
· Air flight tickets for company’s staff, including coordination between employees and purchasing department  
· Employment certificates and pay slips issuing
· Coordination between office support staff (attendance, quality of work, punctuality, physical appearance and any issues related to office support staff)
· Driver’s timesheet checking
· Updating  company’s master file 
· HR desk updates (soft copy of employee’s relevant paperwork, including passport copy, contract copy, employment visa copy, photos, salary, increment etc)
· Archiving and maintaining manual files of all employees
· Processing company IDs to all new joiners
· Advising on pay and other remuneration issues, including increments, final settlements, promotion and benefits. 
· Interpreting and advising on employment law.
· Coordinating training sessions between outside consultants and employees
· Investigating as per request of HR manager/ receiving complaints (shared duty between all HR members or team)
· Undertaking other HR duties as assigned or in absence of other HR members
· In charge of all company’s security issues
· Special projects as per HR Manager request 
Novasoft IT Private Ltd
Administrator Assistant 

July 2008 - June 2009

Responsibilities:

1. Direct all daily operations for the office
2. Process payroll, taxes and all accounting, ensuring accuracy and attention to detail.

3. Responsible for timesheets& monthly payroll, petty cash etc.

4. Reporting to Management in all aspects.

Education

Kerala University /Bachelor of Commerce, 2008
Pursuing Master of Business Administration -Human Resource Management –ICFAI University expected completion 2016
Microsoft Certificates in IT & Networking 
Skills & Strengths:

· Excellent presentation skill.

· Good communication skill.

· Self-motivated with desire to achieve excellence.

· Positive thinker with ability to adapt to changing environment.

· Quick learning capacity and maximum ability to work under pressure.

· Extremely dedicated, initiative, responsible and result oriented.

· Strong analytical and interpersonal skills.
· IT & Networking skills to support department. 
Languages

English (Excellent professional proficiency) 

Hindi (Excellent professional proficiency)

Tamil (Excellent professional proficiency)

Arabic (Good in typing, reading)

Malayalam (Native, Bilingual)
Interests

Socializing, Reading, Travelling, Sports etc.

