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OBJECTIVE
To build a long-term career in the field of HR/Personnel,General Administration with a progressive, reputed and professionally managed organization to utilize my expertise and experience effectively in contributing to the grown of the organization and facilitate career advancement and personal growth.
SUMMARY OF EXPERIENCE
Total about 19 years of experience in HR and Administration, facility management with multi task functions with multicultural workforce in large and professional organizations in various capacity and positions.

AREAS OF EXPERTISE

====================================================================================
	· Office Administration
	· HR Management, Employee Affairs
	· Various country Visa & Travel Arrangements for Biz. Trips

	· Public Relation with JAFZA, DNRD, MoL, DCD etc..
	· Visa, RP, Work Permits etc.
	· Corporates Events

	· Facility Management
	· Commercial registration
	· Training Arrangements

	· Fleet Management
	· Recruitment, Induction & Separation 
	· ISO Documents and process implementation

	· Time Office Management
	· Payroll management
	· Import/Export Documentation

	· AnnualMaintenance Contracts
	· Company Insurance 
	· Cost analysis and cost effective solutions 

	
	
	


CREDENTIALS 
M B A

:     (Master of Business Administration) from JN University, India - 2015 

P.G.D.P.M.
:   (Post Graduate Diploma in Personnel/HRManagement) from 

                               BVB’s Institute of Management, Bangalore, India – 1996

B. S.W.
:(Bachelor of Social Work) from Mangalore University, India – 1991.

Proficient in all latest MS Office Packages, LAN & WAN based MIS, SAP HR & Payroll Module
-----------------------------------------------------------------------------------------------------------------------------------------
Present Employment:
SinceJan 2013 - working for a multinational Engineering equipment manufacturing &distribution major (ISO & OHSASCertified) based in JAFZ, Dubai, UAEhaving operations across Middle East.
Previous  EmploymentS:
· As “MANAGER – ADMINISTRATION” from Feb.2007 to Sept.2012 (5.5 years) for REDINGTON GULF FZE a multinational IT distribution major based in Dubai, UAE having operations across Middle East & Africa.

· As “MANAGER - HR & ADMN.” for a local group company of Automobile & Engineering units in Dubai from June 2005 to Feb.2007. 
· As “HR ADMINISTRATOR” for Gulf Metal Craft (GMC) a subsidiary of Dubai Investment PJSC in Jebel Ali Free Zone, Dubai, from Sept. 2002 to April 2005. The company manufactures various kinds of sheet metal enclosures and stainless steel architectural products Electromechanical & construction industry with ISO 9001 quality system.  
· As “ASST. ADMINISTRATION OFFICER” for FBM Hudson Italiana SpA, (a multinational Engineering firm) JAFZ, from Oct.1996 to Sep. 2002. (6 years)
Duties and Responsibilities in brief
· Overall In-charge & responsible for the day to day general office administration Personnel administration of professional work-force, multiple entities, offices and facilities across UAE, 
· Overall In-charge & responsible for the day to day function of Administration Department such Office administration, Employee affairs such as Resident permits, Visa and Work Permit processing, End of Service Settlement, RP Cancellation, Employee grievances etc.. as per JAFZA, DNRD, Dubai Ministry of Labour rules and regulation . 
· Overall In-charge & responsible for the day to day general office administrationFacility management, Fleet management, Time Office Management of multiple offices, warehouses and staff accommodations across UAE.

· Hands on experience in handling multi-national, multi-cultural professional workforce up to 350. 
· Payroll administration in SAP HR & Payroll module. 
· Handling company’s insurance related documentations, negotiations, timely renewals.
· Hands on experience in processing visa for various counties.
· Public relations functions such as liaisonwith government departments, consulates of different national and officials.
· Complete administrative support for corporate events such as Review meetings, Staff Parties, Family event etc..

· Also handled Accounts & Admin function, such as Petty cash, invoices and Import-Export documentations, 
· ISO quality system documentation, Procedures, Forms.
ACHIEVEMENTS:
· Successfully handled execution of 12 new office setup projects.

· Very instrumental in implementation of SAP HR module in organization.  

· Centralised Time & Attendance system for the offices across MEA

· Initiations on Employee awareness with regard to their day to day requirements.   

· Initiated and implemented cost-effective day to day office management ideas and systems.  

· Introduced Selection criteria system for recruiting professional work force for designated vacancies arises in time in accordance with ISO 9001 quality system. 
· A member of CFT (Cross Functional Team) for handling any kind of emergencies

KEY SKILLS AND ABILITIES 
· Excellent communication & interpersonal skills,
· Good command over spoken and written English,Good Correspondence skill.
· Well Disciplined & Organized, flexible, resourcefulness and commitment to work. 
· Very familiar with Office Procedures and Good Administration,
· Team player,self-motivated,proficient at Multi-tasking and prioritize the tasks at hand.
· Innovative approach and quick adaptability to changing processes and trends 
· High degree of flexibility, resourcefulness and commitment to work.

· Planning and Handling of large operations 
· Successful planning, conduct and execution of various new office projects. 
· High degree of competence in Hospitality management.

Training Programmes attended: 

Attended many training programmes in conjunction with career development, effective communication and HR Administration related sessions.     
Work experience in India:
II)“ASST. OFFICER – PERSONNEL & ADMN. For Saha Electronics & Industries, Bangalore, Indiafrom Oct. 1994 to Sept. 1996.
Responsible for Recruitment, Selection, Induction, appraisals, job Evaluations, Time office management, general admn. functions.


III) “PERSONNEL & ADMN. CO-ORDINATOR for W.S. Telesystems Ltd., Bangalore, India

from Jan. 1992 to Sept. 1994. 

Assistant to HR and Admin Manager in all HR and General admin functions like Recruitment, Selection, Induction, appraisals, Time office management, general  office and factory admin tasks.  
Current Emoluments

Salary, Company Car, Co. Mobile, Annual Leave air ticket for family, medical insurance for self &family etc.
PERSONAL DETAILS
Date of Birth


:
2nd April 1970

Nationality


:
Indian

Marital Status


:
Married, two children
Language Proficiency

:
English, Hindi, Arabic and all south Indian Languages
Hobbies and Interests

:
Music, Reading, Sports.
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