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Objective:

A young and very energetic MBA proficient with hands of experience in Accounts & HR seeks a challenging position in Accounts / Admin / HR to utilize gained experience, education and skills for the attainment of organizational goals.

EMPLOYMENT HISTORY:

Employer 

: Ammar Cleaning and Contracting Co LLC.



  UAE

Designation

: HR Assistant
Period of service 
: May 2015 to till date

Responsibilities

· Assist with day to day operations of the HR functions and duties
· Preparing job descriptions and offer letters for new employees, new employee orientation and ensuring their location of job areas and accommodation.

· Handling complaints of employees on various issues such as salaries, accommodation, disputes etc and problem solving in a downtime.
· Manpower reports to GM on daily basis and absent tracking which includes taking disciplinary action for absenteeism.

· Preparing and approving payroll for employees and co-operating with accounts department to carry out on finalizing salaries and overtime. 
· Handling salary increments & negotiation with new & existing employees.

· Handling employees’ performance management and keeping a regular record and reward system.

· Preparing and keeping confidential employees record both in employees HR files and soft records.

· Drafting letters and memos independently and letters for employees’ disciplinary action.

· Handling vacations and settlement of employees and end benefits liaising with UAE labors laws.
· Conducting exit interviews, and retaining employees.
Employer 

: Infosys BPO Ltd.



  India
Designation

: Process Executive
Period of service 
: October 2014 to May 2015

Function                    : Accounts Receivable - Cash Application
Responsibilities

· Clearing the customer payments against the open invoices in the customer Account.
· Posting manual Invoice entries from customer in SAP
· Processing buying group payments.

· Handled inquiries, inbound and outbound calls from the client and provide the solutions.
· Achieve productivity target and quality requirements.
· Handling the inquiry/enquiry from client.
· Achieve Productivity target and quality requirements.
· Responsible for completion of allocated items within the Turnaround Time.

· Payment evaluation & processing, Mail delivery & File maintenance.

· Processing approved write off request.
· Ensure all the activities are completed before MEC close.
Educational Qualification: 

· MBA - June 2014 - P.S.V College of Engineering and Technology, 
· BBA - May 2012 - Islamiah College, 
· HSC - March 2009 - Islamiah Boy’s Higher Secondary School, 
· SSLC - March 2007 - Islamiah Boy’s Higher Secondary School, 
Software Skills:
· Tally, SAP 

· MS office & Windows 7, 8 (OS)
Personal Strengths: 
· Good team player, Leadership Qualities
· Proactive, Hard working
· Self-confidence and quick learner
· Capable of handling multiple tasks and prioritize them in effective manner
· Can win the love, confidence and trust of all around easily
Area of Interest: 

· Accounts & Finance
· HR & Administration
· Data Operating
Personal Details: 

        Date of Birth        
  :  26th Aug 1991

        Age                       
  :  25 Years
        Nationality           
  :  Indian

        Marital Status         
  : Unmarried

        Languages Known  
  :  English, Urdu, Hindi & Tamil.
