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Career Objective
:
Seeking position in a reputed organization to utilize my skills, abilities, experience and expertise in the field of HR & Administration, public relations, marketing and management with a professional company which can offer a challenging career and a job that offers security, professional growth while being resourceful, innovative and flexible.
Skills & attributes

· Employment Law

· Payroll and Leave 

· Staff Recruitment & Retention
· End of Benefits

· Leave Management
· Employee Relations

· Benefits Administration

· Excellent Time Management Skills

· HR Policies & Procedures
· Orientation & On-boarding

· Performance Management

· Talent Acquisition
· MS Office Package

· Adaptable to New software’s
.
Experience Summary
1. Period                           July 2014 to Present 
Working with Romeo Interiors & Unipods (Member of AL Rajhi Holdings as HR & ADMIN Supervisor & Payroll Officer)
Job Profile
· Working with the HR manager in the administration of HR policies and procedures/Budgets to support organizational goals.

· Developing job descriptions, preparing advertisements, checking application forms, short listing, interviewing and selecting candidates.

· Verification of Joining report, Job Offers, Employment Contract.

· Advising on pay and other remuneration issues, including promotion and benefits.

· Advising staff and workers on issues relating to pay and conditions; Preparing and administering payroll and maintaining records relating to staff.

· Preparing Payroll for all Employees.

· Interpreting and advising on employment legislation.

· Listening to grievances and implementing disciplinary procedures

· Developing, with line managers, HR planning strategies, which consider immediate and long-term staff requirements in terms of numbers and skill levels.

· Building and maintaining employee records including personnel, confidential and recruitment files.

· Working with the HR team on the preparation and submission of HR related records to ensure confidentiality, accuracy and consistency of documents.

· Supervising the PRO in follow-ups and to prepare the documents for renewal of residence visa, labor cards, new visas etc.

· Leave Management.

· Insurance Management.

· Preparation of Head Count, EOSB, Annual Leave, Ticket provision reports.

· Preparation of Final settlement for employees. 
· Conduct New Employee Orientations, Administer pre-employment background check and coordinate reference checks.

· Coordinate the performance appraisal process.

· Assist in exit interview process.

· Create data reports as needed for all departments.

· Arranging the accommodation for staff and Labours

· Keeping Track of Company Vehicles for the renewal and other status.

· Verifying all invoices and submitting for final approval.

· Complete tracking of Visa Renewals of the employees.

· Following with Employees for the grievances and Issues. 

· Coordinating with the manpower consultants and making necessary arrangements for the staff arrival & and sending back of cancelled employees.

· Following with Visa Sections for the Visa Status and informing the Employees the status and arrival time.

· Handling Camp for more than 900 Employees and supervising the Camp Boss.

· Developing and implementing cost cutting and time saving policies in office.

· Handling stationary items for the region independently.

· Arranging necessary training for staff and labours.

· Transport management 

· Knowledge of ERP, HRMS and other software’s.

· Drafting various letters, self-correspondence.
2. Period                                             May 2012 to June 2014 
Working with Trans Middle East Abudhabi as HR & ADMIN OFFICER
Job Profile
· General administration of office.

· Screening of CV’s for Interview and arranging schedule for Interview.

· Taking Preliminary Interview of Candidates.

· Prepare joining reports, direct and advise staff through joining formalities.

· Issuing EMB numbers for employees and allocate them to the necessary sites.

· Conduct New Employee Orientations, Administer pre-employment background check and coordinate reference checks.

· Administer benefit package and serve as a resource to personnel with benefit question.

· Coordinate the performance appraisal process.

· Assist in exit interview process.

· Assist in organizational training and development efforts.

· Maintain human resource records and compile reports from database as needed.

· Database Management.

· Maintain organizational contact database, process new entries and updates.

· Assess, correct and confirm previous entries in the contact database.

· Create data reports as needed for all departments.

· Provides administrative support for the Operations department including filing, routine correspondence, memos and other department forms and documents.

· Participates in departmental and organizational staff meetings and attends other meetings and seminars.

· Performs other related duties as required and assigned.

· Processing Payrolls for Management & Non Management Employees.

· Arranging the accommodation for staff and Labours
· Preparing & Calculating Overtime for Staffs & Labours.

· Keeping Track of Company Vehicles for the renewal and other status.

· Verifying all invoices and submitting for final approval.
· Complete tracking of Visa Renewals of the employees.

· Complete tracking of Passport Renewals & Security Passes of the Employees.

· Arranging Medical Insurance to Employees depending upon their grade.

· Following with Employees for the grievances and Issues. 

· Coordinating with the manpower consultants and making necessary arrangements for the staff arrival & and sending back of cancelled employees.

· Following with Visa Sections for the Visa Status and informing the Employees the status and arrival time.

· Handling Camp for more than 1000 Employees and working as Camp Boss.
· Proper Check In & Check Out and Employees from Camp depend upon category.

· Preparing actual Man days for camp and verifying with Invoices submitted and taking approval.

· Preparing Time Sheet for Rental Drivers and Vehicles.

· Arranging and attend exit interviews and processing clearance formalities and make sure of proper hand over.

· Developing and implementing cost cutting and time saving policies in office.

· Checking the condition of camps and instructing camp boss accordingly.

· In charge for the asset tracking of entire company assets.

· Arranging necessary training for staff and labours.

· Proper Passport tracking and handling.

· Checking Leave Eligibility and Approval for Staffs and Labours.

· Arranging ticket for the Management and Non Management Employees for Official and Annual Leave.

·  Transport management – Booking and arranging Tickets, Visa Follow-up and others for the Senior Staff and Guests of the Company.

· Overtime calculation for the Employees depending upon Managements decisions.

· Arranging Travel ,Hotel Booking for the Managements & Staffs and following up,

· Experience in handling all the IT problems, trouble shooting computer devices, Networking etc.
3. Period                           Jan 2011 to April 2012
Working with Dolphin Groups of Companies L.L.C Dubai as HR & Admin Executive from Jan 2011 to April 2012
Job Profile
· General administration of office.

· Screening & Taking Preliminary Interviews for Candidates.

· Managing Payroll for Staffs and Labours.

· Monitoring and supervising the transportation for staff and labor.

· Arranging the accommodation for staff and laborers.
· Arranging Documents for Visa Applying.

· Follow up with PRO section for the Visa Status.

· Complete tracking of Visa Renewals of the employees.

· Processing Visa Applications, Cancellations etc in RAKIA Free Zone.

· Renewal of Trade License, Signature Card etc.
· Complete tracking of Passport Renewals of the Employees.

· Arranging Medical Insurance to Employees depending upon their grade.

· Following with Employees for the grievances and Issues. 

· Coordinating with the manpower consultants and making necessary arrangements for the staff arrival & and sending back of cancelled employees.

· Co-ordinate with Visas Section for applying Visas and updating the status

· Arranging and attend exit interviews and processing clearance formalities and make sure of proper hand over.

· Checking Leave Eligibility and Approval for Staffs and Labours.
4. Period                          Feb 2008 to Jan 2011
Working with Saqer Engineering and Contracting Enterprises L.L.C Dubai. as an Admin Assist.
.
Job Profile.

· General administration of office.

· Monitoring and supervising the transportation for staff and labor.

· Arranging the accommodation for staff and laborers. 
· Coordinating with the manpower consultants and making necessary arrangements for the staff arrival and sending back of cancelled employees.

· Payment D.E.W.A., Etisalat, Petrol Card and Salik bill payments 

· Arranging and attend exit interviews and processing clearance formalities and make sure of proper hand over.

· Developing and implementing cost cutting and time saving policies in office.

· Handling stationary items for the region independently.

· Coordinating with Project Managers and Secretaries for the on time submission of their reports.

· Checking the condition of camps and instructing camp boss accordingly.

· In charge for the asset tracking of entire company assets.
· Arranging necessary training for staff and labours.

· Drafting various letters, self-correspondence.

Personal Details

Date of Birth

16 Feb 1980 
Marital Status

Married
Languages known


English, Hindi, and Malayalam.
Driving License


UAE Driving License 
Hobbies

       Traveling, Browsing, Reading, Driving, body language etc.
Preferences


HR, Administration Officer, HR & Admin Executive, Payroll Managment
Educational Qualifications

Msc Computer Science (61 %) B.Sc. Maths (60%).PDC(54%) S.S.L.C (74%)
Computer knowledge

Windows OS Family Word, Excel, Power point, internet and email (Fire fox, Internet Explorer, Opera Browsers, MS outlook and outlook express),Excellent knowledge about computer Hardware & troubleshooting.
Passport Details

Nationality



Indian 
Visa Status

       Employment Visa (Transferable). 
Declaration.

I hereby declare that the information furnished above is true and correct to the best of my Knowledge.
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