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Firoj

Position applied for- HR Executive/Officer
OBJECTIVE

To assume a challenging position in a reputed organization that will further enhance my experience and provide opportunity for professional advancement.

Currently employed with 

Designation
: HR Officer
Company
: London Business Group
Period 

: Since 17-05-2015to 21st November 2015.
Established in 2001 London Business Group's the best in-service, the best in food quality, and the best in geographic growth, London Business Group's core activity is the introduction of authentic and innovative Food & Beverage outlets. LBG is for Chain of Restaurant management, Casual Dining and Fine Dining categories, such as Sugar Sprinkles, Anatolia Turkish Grill and London Fish & Chips currently employing 250 personnel from unskilled labourer to well educated professional with a mix of 10 Nationalities.

RESPONSIBILITIES
· Payroll (WPS Management)
· Employee relation
· Leave management

· Exit interview
· Recruitment
· Full & Final settlement
· Compensation and Benefits

· Employee records or employee database
· Appraisals

· Coordinate HR activities with the PRO accordingly

· Medical Insurance addition/deletion/Claim reimbursements and record keeping
· Report to HR Manager on day to day HR issues
· Employees resident visa renewal, OHC card renewal
· All other HR related task as assigned
EMPLOYMENT HISTORY
Designation
: HRSupervisor
Company
: UNIKAI (United Kaipara Dairies Co. P.S.C. Dubai)

Period 

: Since 13-11-2000 to 15-05-2015 
COMPANY

UNIKAI a leading Dairy and Ice-cream products manufacturing Company, employing around900 personnel from unskilled labourer to well educated professional with a mix of 7 Nationalities.

RESPONSIBILITIES:
· Handling both Management and non-management Staff payroll.
· Payroll checking and verification.
· Collect and process information for employee payroll on a monthly basis i.e. updated employee database/leave record.
· Ensure accurate update and tracking of leave information and leave management
· Full and Final settlement of staff

· Ensure the final clearance procedures are properly followed and compute the final settlement for exiting employees as per policy/Issue Experience letters when req.
· Reconciliation of the whole staff monthly/Quarterly/Yearly
· MIS Report (HR)
· Suggest improvement update in collection and handling for attendance information.
· Deal with employee relations issues.

· Disciplinary matters, explanation, show cause and warnings.

· Staff overtime calculations and payments

· Responsible for C&B issues in line with the HR Manager
· Report to HRManager on day to day HR problems

· Responsible for recruitment of middle level staff and new staff joining formalities

· Induction & On boarding process to all new arrival 
· Exit interviews 
· Half yearly and Yearly appraisal of whole staff
· Create new users and update the same in ERP and employee database.

· Coordinate activities with the PRO accordingly

· Medical Insurance addition/deletion/Claim reimbursements and record keeping.
· Ticket and booking arrangement for staff.
· Familiar with UAE labour laws
· All other HR related task as assigned

Hotel Kohinoor

Worked as a Receptionist for 1and half year.
Responsibilities:
· Handling Cash,cheque and visa card,
· Handling Accounts (Income/Expenses) daily activities and report to owner.
· Overall Supervision of the restaurant and staff

· Salary arrangement and payment to all staff 

· All work related to purchasing department

EDUCATIONAL PROFILE

S.L.C. (From the board of Nepal)

Intermediate (Tribhuvan University Nepal)

B.B.S. (Course Completed)
Additional qualification

Computer knowledge: MS Office, (Word/Excel) and all type of Computer basic operation, knowledge of networking, familiar with Internet and Email. Good typing speed of English and Devanagiri (Nepali)
UAE Driving License with own car
PERSONAL PROFILE

Date of birth

: 29-05-1976
Visa Status

: On Visit Visa 
Marital Status

: Married

Sex


: Male

Nationality

: Nepali

Hobby


: Playing snooker and Listening music
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