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Date of Birth
31st January 1983.

Nationality
Indian.

Career Objective






To secure a position, where my education and experience can be utilized to benefit a growing organization, which will allow me to grow with them.

Employment History (Experience- 12 years)


COMPANY:  SAIPEM TAQA AL RUSHAID – STAR          

DURATION: Since October’2014 to till date.
POSITION:  HR Administrator.
Responsibilities:

· Assist with developing, maintaining and updating HR policies and procedures. Monitor adherence to approved policies.
· Developing and maintain HR databases.
· Updating performance of employee and evaluating, keeping their record for audit purpose.
· Payroll preparation timekeeping and incentive calculation based on respected/approved time sheets and keeping records for audit purpose.
· Taken care of all types of employee benefits like EOS, Vacation, HRA etc.
· Taken care of employee rotation plan and arranging all required documents and services like Single/multiple Exit reentry visa etc.
· Taking care of International and local recruitment based on site requirements, including arranging resume and interview till mobilization.
· Taking care of mobilization of new arrival employees along with generating and assigning new employee number.
· Coordination from General affairs and personal department for new arrivals and arrangement for their all requirements.
· Controlling Iqama / Passport / legal documents expiry and arranging documents for renewal.

· Taking care of Invitation letter (LOI) for Visit Visa commercial and visitors.
· Coordination from Saudi PRO for smooth process of government issues and preparation of Official Arabic letters as required. 

· Preparing all types of Permanent/Temporary access for workers in restricted plant area and Gate pass for materials through SAP system.

· Preparation of presentation and drafting all official letters and memorandum.
· Checking & Verification of Subcontractor invoices & clearance certificate.

· Preparation cash payment request for vendor/suppliers.
· Managing all office SAP/non SAP assets and generating quarterly report.

· Handling petty cash for non SAP items for the site expanses.
· Filling and managing all reports, minutes of meeting and confidential data.

· Maintain good and peaceful environment to carry out site work & provide all required services. 
Previous Work Profile





COMPANY:  SAMSUNG ENGINEERING, SAUDI ARABIA.
            

DURATION: Since May’2011 to 31st October 2014.
POSITION:  HR Administrator.

Responsibilities:

· Assist with developing, maintaining and updating HR policies and procedures. Monitor adherence to approved policies.

· Payroll preparation and uploading salary for transfer to employee account & cash salary distribution direct to employee.
· Taken care of all types of employee benefits.
· Payroll preparation timekeeping and incentive calculation based on respected/approved time sheets and tracking record for audit purpose.
· Developing and maintain HR databases.
· Updating performance of employee and evaluating, keeping their record for audit purpose.

· Taking care of International and local recruitment based on site requirements.

· Controlling Iqama / Passport / legal documents expiry and arranging documents for renewal.

· Checking & Verification of Subcontractor invoices & clearance certificate.

· Arranging quotations for materials supplies for site and office.

· Preparation cash payment request for vendor/suppliers.

· Managing all office SAP/non SAP assets and generating quarterly report.

· Making all types of Permanent/Temporary access for workers in restricted plant area and Gate pass for materials through SAP system.

· Taken care of employee rotation plan and arranging all required documents.

· Preparation of inspection schedule and coordinate with inspector for inspection schedule.
· Preparation of Project completion percentage with manpower supply every week as per site manager information.
· Taken care of employee vacation schedule and arrangement of departure.

· Coordination from General affairs and personal department for new arrivals and arrangement for their accommodation and other things.

· Handling petty cash for non-SAP items for the site expanses.

· Filling and managing all reports, minutes of meeting and confidential data.

· Preparation of presentation and drafting all official letters and memorandum.
Previous Employer - Saudi Cable Company, Mass Projects, UAE.

DURATION: Since November’2008 to till 28th February’ 2011.

POSITION:  Administrator. 
Responsibilities:

· Coordination with Dubai Electricity & Water Authority (DEWA) engineers for smooth improvement of Projects and prepare weekly/monthly reports.

· Coordinate with Subcontractor Engineers/ representative and DEWA engineers for next activities and manpower requirement.

· Taken Care of Project completion percentage with manpower supply and match with project’s capital for calculation of benefit and Loss.

· Cost Controlling and managing all contractor invoices. 

· Preparation of Invoice for the Client (DEWA) and Verification of subcontractor invoices and material invoices for clearance.

· Submission of tendering documents for new projects bidding.

· Preparation and production of Pre-Qualification documentation, Requests for Proposal documentation and Contract Documents for Design.

· Preparation of inspection schedule and coordinate with inspector for inspection schedule.
· Controlling Iqama / Passport / legal documents expiry and arranging documents for renewal.

· Taken care of employee vacation schedule and arrangement of departure.
· Timekeeping and incentive calculation based on respected/approved time sheets.

· Arranging and maintenance of all necessary documents such as Bank Guarantee, Commercial Agreements and Licenses.

· Preparation of presentation and handling all official correspondence with Govt. and private companies. 

Previous Employer             Saudi Aramco, Yanbu, K.S.A

                                  (Through Issam Kabbani Contracting Company)                                                                                      
DURATION: Since October’2006 to November’ 2008.


 
POSITION:   Administrator.

Responsibilities:
· Coordination with project manager/ Proponent for smooth improvement of Project and prepare weekly/monthly reports.

· Reporting all types of project (TUR/WUR) status to Sr. Supervisor/ Superintendent for further action.
· Coordinate with Engineers/Proponent of projects for next activities and manpower requirement.

· Taken Care of Project completion percentage with manpower supply and match with project’s capital for calculation of benefit and Loss.

· Preparation of Invoice of Projects and after approval from proponent Submit to contract/Invoice department for clearance. 

· Preparation of inspection schedule and coordinate with inspector for inspection schedule.
· Checking & Verification of Subcontractor invoices & clearance certificate. 

· Through Saudi Aramco Procurement order materials for projects and make flow up till it does unload to warehouse.

· Making all types of Permanent/Temporary access for workers in restricted plant area and Gate pass for materials through SAP system.

· Preparation of presentation and drafting all official letters and memorandum. 

· Taken care of training/meeting and flight schedule for assign department. 

· Timekeeping and incentive calculation based on respected/approved time sheets.

Previous Employer
 HDFC Bank Ltd.


Duration
               February’2005 – Septamber’2006.

Position

Processing Coordinator.
Responsibilities:

· Processing of Account Opening forms sourced by Corporate Channel Delhi and NCR (National Capital Region).

· Coordination with Sales Managers, Area Sales Managers for smooth processing of AOF documents.

· Coordination with Central processing Unit Mumbai, India for minimizing the problems related to Account Opening process.
· Preparing daily, Monthly MIS and Analyzing the performance of the Sales Managers based on the targets given and targets achieved.

· Taking care of Recruitment process for corporate channel.

· Drafting all official letters and memorandum. 

· Coordination with flight aviation office for flight schedule for training.

· Taken care of time keeping/Incentive calculation for employees.

Previous Employer
   IES ACADEMY (Indian Engineering Services)

Duration
               
       December'2002-Jannuary'2005.

Position
       
     Computer operator.
Responsibilities:

· Technical Analysis.

· Coordination with technical faculties for technical instrumentation.

· Process all the document related to IES, GATE examination.

· Entries of all data and analysis of MIS.

· Drafting letters and memorandum.  
Education  





             

· Bsc. IT from Sikkim Manipal University with “B” Grade.

· DIT from Sikkim Manipal University. With “A” Grade.

· 10+2 from B.I.E.C. Patna with 1st Div.

· 10th from B.S.E.C Patna with 1st Div.
Computer Skill

Operating system

 Window98/2k/NT/XP/ Win 7 Moderate.

Language Known

 Visual Basic.

Web Design Language
 Asp, Perl, Xml & Scripting Language.

Database


 Ms-Excel, Ms-Access, Ms-Office, Power Point.
Additional


 SAP
Seminar Attended



         
How to Operate Windows Vista Software’s,

Usage of the Programs and Advantage of the System.

(EXPEC AUDITORIUM) Basement, EXPEC Building, 

Core Area Saudi Aramco Dhahran Saudi Arabia.

January 08, 2008. 

Appreciation Award





· Awarded by Saudi Aramco for good performance and meaningful support in YCOTD.

· Awarded by Issam Kabbani Cosma division for good performance in Saudi Aramco Yanbu.

Hobbies and Interests






· Listening of soft music.

· Working on the computer and exploring the details of the computer.

· Swimming, traveling & playing cricket.
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