Nizamuddin
Nizamuddin.253553@2freemail.com 

Seeking assignments in Human Resources Department and Administration with an organisation of high repute preferably inAbu Dhabi / Qatar / Oman / Kuwait.
PROFILE SUMMARY
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A competent professional with nearly 12 yearsof experience in Office & General Administration, Recruitment, Manpower Management, Employee Engagement, Reimbursement, Compensation Management and Administration. 
Deft in handling the entire gamut of human resource development functions encompassing manpower planning, performance management, development programs, etc. 
An out-of-the-box thinker committed towards the growth of people within the organisation Possess strong people management, interpersonal & communication skills 
CORE COMPETENCIES

Analysing current trend and quantifying Human Capital Measures 
Handling potential assessment exercise across units in managing development centre 
Formulating & implementing increments, incentives & other remuneration/re-structuring policies Managing the training and over-all development of all employees 
Following up with concerned departments, employees, facilitating skip level meetings, etc. 
Handling daily activities pertaining to drafting commercial agreements, settlements & reply and maintaining personnel records 
EMPLOYMENT DETAILS

Human Resources / Administration Officer
Drakes & Scull International LLC, (Oil & Gas) Abu Dhabi UAE
Since Aug 2013 – Jan 2015

· Sourcing CV on the as per the Project / Department require criteria. 
· Arranging Visa / Appling Visit Visas / preparing visa documentation upon selection of candidates. 
· Coordinating with recruitment agencies and mobilizing candidates as per the travelling sector and arranging ticket for the same with local travel agencies. 
· Monitoring the employees camp accommodation facilities administration and allotting the room as per employee benefits band as per company policy & procedure. 
· Receiving daily camp occupancy report from camp boss and updating available space to administration manager. 
· Preparing offer letter as per advice with HR Manager and sending to candidates and following up notice periods date of joining and maintain their records and updates. 
· Employee data base update providing id numbers for the new employee entering all personal information of the employee. 
· Preparing monthly payroll for 1500 Employees, collecting time cards from project and updating overtime and leave pay as well deduction and final payroll forwarding to finance department for transfer their salaries. 
· Preparing salary settlement, End of service full and final settlement for resignation / termination employee. 
· Updating employee bank details in personal data base with coordination with project. 
· Issuing offer letters to selected candidates and coordination till mobilize to allotted projects. 
o
Turnover rate in area, Head count summary, mobilization summary, visa status reports to HR Manager. Following up with concerned departments, employees, facilitating skip level meetings, etc.
· Handling daily activities pertaining to drafting employee agreements, settlements & reply and maintaining personnel records. 
· Identify training needs 
· Conducting exit interviews 
· Implantation of induction programs for staff 
· Career path for employees 
· Statistical & Analytical reporting to the group 
· Turnover rate in area 
· Absconding rate in area 
· Absenteeism rate in area 
· Evaluation of staff in coordination with Admin department & Corporate HR 
· Evaluation of new staff before completion of probation period, in coordination with Dept manager, 
Human Resources / Administration Assistant
Kharafinational, LLC Abu Dhabi, UAE
Apr’10 – July 2013

Highlights:
Updated employees information in data bank on daily basis Prepared leave schedule 
Monitored leave record of employee, investigated reason of resignation and send project director approval Maintained arrival information of employee in coordination with Head Office 
Successfully coordinated with Projects & Departments Arranged the transportation to newly hire employees Maintained: 
· Staff Requisitions Log that too department &project wise 
· Probation Elevation Sheet of non-manual employees Formulated: 
· ETF employee transfer forms and coordinated Initiative Project as per management instruction 
· Joining document of new employees, employment contract and employment offer 
· Advance salary request for newly joined employee 
· Weekly manpower allocation report manual & non-manual employees classification and section wise 
· IOM internal office memos on the instruction of HR Unit head sending to concern department 
· SRF (Staff Requisition form) Visa Application form in ERP. 
Generated & submitted report Management Information System as per requirement by HR Unit Head & HR Manager Monitored the resignation termination dismissal log and updated the administration for visa cancellation 
Administration Officer / Secretary
Town Builders Consultant, Nizamabad, India
Sep’07-December ’09
Highlights:
Answered telephones &gave information to callers, take messages and transfer calls to appropriate individuals Arranged conferences, meetings, and travel reservations for office personnel. 
Played a key role in composing and distributing meeting notes, routine correspondence and reports Handled inquiries and got them resolved 
Located & attached appropriate files for incoming correspondence requiring replies Made copies of correspondence and other printed material 
Instrumental in: 
· Scheduling &confirming appointments for clients, customers or supervisors 
· Setting up &maintaining paper and electronic filing systems for records, correspondence and other material 
· Collecting &disbursing funds from cash accounts 
· Conducting search to find the needed information 
· Establishing work procedures and schedules 
· Providing services to customers like order placement and account information 
· Administering other clerical staff 
· Providing training and orientation to new staff 
PREVIOUS WORK EXPERIENCE

Sep’06-Aug’07 with ShaqabAbela Catering, RãsLafan, Qatar as Store Supervisor
Feb’01-Jul’06 with Socat L.L.C, Sultanate of Oman as Store Keeper / Secretary
ACADEMIC DETAILS

Bachelor of Commerce(General) from Osmania University, Hyderabad, India with March/April 2008 
Diploma in Civil Draughtsman – Auto CAD from Indo-British Educational Academy, Hyderabad, India with 90%: 2006 Foundation Course on AutoCAD from CADD Centre Training Services, Hyderabad, India with 90%: 2008 
Diploma in Computer Application from Computer Corner, Nizamabad, India with 95%: 2003 
	
	
	

	PERSONAL DETAILS
	
	

	Date of Birth
	:
	10thAugust 1977

	Address
	:
	Hyderabad - India

	Languages Known
	:
	English, Arabic , Urdu, Telugu, Tamil


