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MOHAMMED 
MOHAMMED.282815@2freemail.com 
Human Resources Executive 
(  Office Management ( Administration

      Considerable experience and a proven track record of contribution within Human Resource and Office Administration. Also possessing excellent experience within working to tight schedules, dealing with conflict resolution.  
HR Skills
	· HR Department Startup
· HRIS applications 
· Payroll process 
· Travels arrangement 
	· Staff Recruitment & Retention

· Employee Relations
· Benefits Administration
· Orientation & On-Boarding

	· Training & Development

· Performance Management

· Organizational Development
· HR Policies & Procedures


Professional Experience

ETA STAR HOLDINGS LIMITED — Dubai (H.O)
Oil & Gas Upstream arm of ETA Group, Dubai established in 2006 for providing Oil Field Services in MENA & Subcontinent.
HR Executive, Mar 2010 to Present
Recruited to help the Rig Operations, guiding the startup and management of a full spectrum of HR operations, systems and programs. Liaised with senior HR Corporate management to create HR policies and procedures; recruit employees; create group benefits databases; and develop orientation. Manage leave-of-absence programs and personnel records; administer benefits enrollment and programs; administer HR budget; and handle HR Executive workplace issues. 
Key Results:

· Hiring and short listing candidates for the Rig Operations. Closing and processing offer letters for selected candidates and Preparing and Processing Staff and Crew Payroll monthly basis.
· Employee Attendance Management and Leave Administration, Updating employee records, Designed Job Descriptions for the organization and Interaction with external departments and divisions. 
· Helped to design Job Descriptions, Performance Appraisal System, Competency Matrix with Senior HR, Conducting Performance reviews for all staffs and Rig crews rewarding them appropriately.
· Brought workers’ compensation program into full compliance. Overseeing the Medical Insurance Coverage for each employee and arranging money reimbursements for employees.
· Reduced benefits costs annually through meticulous recordkeeping and ensuring that company did not pay for benefits for which employees were ineligible.
· Designed and published for Oil Field Directory & Sourcing, screening and conducting Interviews as per the Recruitment Plan of the organization. Emphasis on placing the Right Man on the Right Job.
· Getting updates the daily task from B.O for the crew requirements, Travel Arrangements made for H.O Staff & senior crew for their travel to site.
· Leading and Monitoring PROs for ensuring that all the required necessary residence formalities are completed within the stipulated time period. Handling the visa cancellation procedure for the Head office staff. Taken care of the full and final settlement (Termination /Resignation) for the staff & crew. 

Professional Experience (continued)
ETA STAR HOLDINGS LIMITED - India. (Rig Site)
Trainee Assistance Driller, Apr 2009 to Mar 2010

Key Results:

· Trainee Asst. Driller: -Learned about technical field & worked in Rig Site.
· IWCF: Attempted IWCF exam at Dehradun for Drilling operation.

ETA STAR HOLDINGS LIMITED - China. (B.O. Rig Manufacturing Yard)
HR Representative, Oct 2006 to Apr 2009
Promoted to fulfill a broad range of HR functions, including administering benefits, overseeing disciplinary action and managing HR records. 
Key Results:

· Taken care of all the administration work at Rig Manufacturing Yard at china operation office. 
· Air ticket for Senior Technical staff ( On & Off Duty) 
· Arranged 3rd party (Moduspec) for the inspection of the rig at China.
· Coordinated with the Logistics team to ship out the Rigs from Shanghai port to India & Libya.

· Daily meeting arranged for the day with the Rig Manufacture team and status update to the Head Office (Dubai) regarding the progress of Rig building & testing at Rig Manufacture site.
· Monthly timesheet has been updated to H.O (Dubai) for the salary which includes ON & OFF salary.
Education & Certifications
Loyola College — Tamil Nadu, India
Bachelor of Arts (BA) in Corporate Secretaryship, Apr 2006
Activities: Internship during College as Trainee Admin for West Asia Maritime.
Of Note

Professional Development:
· Complete internal training in the areas of compensation and benefits, employee and labor relations, leaves of absence, workers’ compensation and workplace safety/security.
Affiliations: 
· Human Resource Management (HRM) by Dubai Institute of Business Management(DIBM)
Computer Skills:
· HRIS applications (SAP – HR Module & Orbit HR Module)
· Computer Application (Word, Excel, PowerPoint, Outlook, PC troubleshooting & IT support)
Personals
· Born: 



30th July 1983

· Marital Status: 


Married

· Language



Tamil, English and Hindi (Average)  

· Visa Status



UAE Residence Visa 

