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Career Objective

Highly motivated, positive, and dedicated individual interested in a full time position in a growth oriented company that offers a progressive future and rewards hard work. To work in a challenging environment, which constantly tests my intelligence and that encourages learning & creativity, there by accomplishing both the companies and my personal goals.
Academic Credentials

Diploma in Human Recourses Management (H.R.M)

Correspondence (Pondicherry University) Chennai. 
Master of Business Administration Management (M.B.A)
Mohammed Sathak College, Chennai.
Bachelor of Business Administration (B.B.A)
The New College, Chennai.
Organisational Experience

Company Name: ARABIA HOLDINGS GROUP OF COMPANIES – UAE

Division – Arabia Taxi - Dubai

Designation - Assistant Manager – Human Resource / Administration
Working from - Oct 2014 to Till Date
Driving License - VALID UAE Driving License
Responsibilities 

· Responsible for implementing/institutionalizing organizational processes in Business Unit.

· To assist the quality head to initiate and implement a total quality orientation and environment.
· Time to time Business Correspondence thru Email / Internal Note / External Communication. 
· Monitor HR related issues. Manpower. Work out Employee Rewards and Recognition events.  Knowledge of Payroll, Manpower & Compensation surveys. 

· Conduct Panel meetings for employees’ promotion, probation confirmation, salary revisions, grade revisions Tracking Contract Employees. Quarterly Head Count tracking.

· Proper & accurate maintenance of records, data entry and reports.

· Ensure timely and effective adherence to all system practices (Quality / HR / Admin / System department etc.).

· Conduct exit interviews to identify reasons for employee termination and prepare exit interview analysis report.

· Prepare appointment orders for potential candidates.

· Opening Bank Account for new employees.

· WPS related activities.

· Dealing with Ministry Of Labour & Immigration for new visa processing, visa renewal & cancellation, Labour cases, court cases, and Death cases, entire related activities.

Previous Work Experience

Metrotrac – Chennai Transport LTD
Division – Chennai - India
Designation: Assistant Manager – Human Resource & Operation
Working from: Jan 2014 to 30th Sep 2014
Responsibilities
Human Resources:

· Overseeing the full recruitment cycle, in particular contract preparation.

· Providing specialist information and guidance to employees and managers on HR policy and practice and employment law.

· Managing the annual salary review process for the company.

· Promoting equality and diversity in the recruitment process.

· Ensuring that all company policies and procedures are up to date in line with current employment law.

· Supporting supervisors to ensure the success of their teams.

· Ensuring that the correct recruitment and selection procedures are adhered to.

· Controlling costs and ensuring that they do not exceed budgets.

· Managing pay-roll operations.

· Advising on staff promotions.

· Processing immigration paperwork for work permits.

· Assisting with day-to-day HR related questions.

· Conducting interviews and reference checks on job applicants.

· Keeping up to date with legal developments.

· Investigating disciplinary and grievance matters.
· Developing HR policies.

· Manage maternity leave requests and administration.

· Planning, and delivering, training, including inductions for new staff.
Operation:
·   Driver’s Duty schedule 
·   Vehicle allocation (Handover & Takeover)
·   Maintaining & Scheduling for Vehicle Routine Maintenance.
·   Managing all vehicle documents including (Registration, Insurance, License & Permit).
·   Receive Driver’s complaints on duty
·   Vehicle Master maintenance.
·   Follow up collection of amount from the driver’s.
·   Coordination for Trip Sheet of the driver’s.
·   Follow up with Insurance Company & Dealers workshop for Accident Claim and repair.
·   New Drivers – Driving Skills Test
·   Training the New Drivers
·   Attending Drivers Enquiry Calls for Recruitment 
·   Coordination & supporting with H R Dept.
·   Bulk Bookings Coordination.

Previous Work Experience

Company Name: ETA ASCON GROUP OF COMPANIES - UAE
Division - Cars Taxi - Dubai

Designation - Sr. Executive - Human Resource 
Working from - JULY 2007 to Dec 31st 2013.
Driving License - VALID UAE Driving License
Responsibilities 

· Responsible for implementing/institutionalizing organizational processes in Business Unit.

· To assist the quality head to initiate and implement a total quality orientation and environment.
· Time to time Business Correspondence thru Email / Internal Note / External Communication. 
· Monitor HR related issues. Manpower. Work out Employee Rewards and Recognition events.  Knowledge of Payroll, Manpower & Compensation surveys. 
· Conduct Panel meetings for employees’ promotion, probation confirmation, salary revisions, grade revisions Tracking Contract Employees. Quarterly Head Count tracking.

· Proper & accurate maintenance of records, data entry and reports.
· Ensure timely and effective adherence to all system practices (Quality / HR / Admin / System department etc.).

· Conduct exit interviews to identify reasons for employee termination and prepare exit interview analysis report.
· Prepare appointment orders for potential candidates.
· Opening Bank Account for new employees.

· WPS related activities.

· Dealing with Ministry Of Labour & Immigration for new visa processing, visa renewal & cancellation, Labour cases, court cases, and Death cases, entire related activities.
Previous Work Experience

Worked in CLEAR SOFTWARES PVT LTD. 
(A WHOLLY OWNED SUBSIDARY OF CLEAR TECHNOLOGY U.S.)

As Administrative & Human Resources (02nd May 2005 to 28th February 2007)
Personal Details
Date of Birth


18th June 1980
Gender


Male 

Marital Status

Married 
Languages Known

English, Urdu, Hindi, Tamil. 
Driving License

VALID UAE Driving License
Declaration
I hereby declare that the above-furnised information is true to the best of my Knowledge.
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