

Human Resource Coordinator & Human resource Admin assistant with 5 years of progressive experience augmented by a strong post-secondary background in Human Resources and Business Administration.  Sound knowledge in Labour Relations, Occupational Health & Safety. Proven ability to function as a Strategic HR Partner and develop and implement successful human resources management strategies to support corporate mandate. 

Creative and innovative thinker with effective human resources management and goal setting abilities combined with superior leadership, team building, communication, interpersonal, and presentation skills.  Self-motivated with the ability to excel in a fast-paced environment; communicate effectively at all levels; manage competing priorities; and adapt readily to new challenges.


· Discrete and Ethical. 

· Benefit coordination.




· Payroll Administration.

· Employee retention.

· Employee relation.

· Assist Recruitment team.

· Schedules and coordinates interviews.

· Dual Focus.

· Performance Management and review.

· Documentation and reporting.
· On the job training.

· Change Management.

· Employee welfare. 
· Multitasking.

· Negotiation.

· Conflict Management and Problem Solving.


COMPASS CATERING SERVICES WLL, QATAR
Year of service

: 2012 to 2015

Job Title

: SITE HR COODINATOR
Company profile
: Facility management and Industrial catering.
Organization strength
: 2500
Essential Responsibilities:

· Responsible to maintain confidentiality within the HR department.

· Liaise with HR department at the head office to ensure a smooth staff deployment of new joiners.

· Welcomes new employee to the site, provide uniform, food and accommodation.

· Ensure new employee complete the Company induction and that they are introduced to respective department and settled in the job.

· Coordinate on-the-job training to new employee, as well as trainings regulated by the client.

· Arrange relevant site gate passes, badges etc.

· Maintain employee personal records in the system including up to date personal details, skills and education inventory, training records.

· Ensure up-to-date P-Files with employee records and documents including contracts, medical, increment letters, and disciplinary action and performance appraisals.

· Provide guidance to staff about Company policies and procedures, benefits and pay issues.

· Plan and prepare the manpower structure to each department in coordination with department heads.

· Follow up staff training and development and maintain training records.

· Monitor expiry of RP, Passports, medicals, Food Handler Certificates, and defensive driving trainings and any other necessary document and coordinate with Head Office to ensure on time renewal.

· Maintain staff travel plan according to individual employee’s entitlement as well as site requirements, and provide the same to HR Head office every quarter to arrange flight booking accordingly.

· Attend employee grievances, arrange corrective measures and report as appropriate.

· Liaise with head office to ensure a smooth exit process for staff leaving due to termination or resignation, conduct exit interview for resigned staff and send exit forms signed by employee to head office supervisor.

· Arrange monthly time sheet and forward to Head office HR and Finance Department after Project Managers approval.

· Collect and distribute employee increment, promotion letters, certificates, mail.etc.
Other Responsibilities:

Health, Safety and Environment:

· Comply with legal requirements of the Company and Client HSE Policies, Rules and Regulations and any other HSE initiatives taken by the Company to provide safe and healthy work environment.

Quality Assurance

· To conform to the company's Quality Assurance guidelines related to your area of responsibility and ensure that confidentiality is maintained at all times.


ORTHOCARE PRODUCTS PRIVATE LTD, INDIA
Year of service

: 2010-2012


Job Title

: HR ADMINISTRATIVE ASSISTANT


Company profile
: Leading orthopaedic appliance manufacturing and distribution.

Organization strength
: 200

Essential Responsibilities:

· Maintain the department records, ensuring complete accuracy and confidentiality within the HR department.

· Project Badge issuance and processing.

· Data entries in the system.

· Employee individual Personal Files should be updated in daily basis.

· Booking Accommodation for new staff and visitor.

· Assist with internal and external training requirement including room booking, invites, etc.

· Follow up staff transfers within the company to ensure smooth transfers and relevant documentation is completed and sent to project/site.

· Issuing uniform to new and old staff.

· To prepare Transmittal slips for all the transactions. Receive and file incoming letters, documents

· Issuance of mobile phone and post paid sim card.

· Weekly HR report submitting to Administrative manager.

· Forwarding timesheet and clearance for person who is leaving for vacation, resignation and termination.

· Responsible to immediately report staff incident, injuries or any unethical practice or valuation of company rules & regulation to HR Supervisor/Manager and Project Manager.

· Manage administrative department, maintain good working relationships

· Perform other duties as assigned.

LEADERSHIP TRAINING PROGRAMME.
6 Modules

· You as a manager.

· Leadership.

· Time Management.

· Effective communication.

· Delegation.

· Customer services.


2010

: MBA IN HUMAN RESOURCE MANAGEMENT AND MARKETING


  [SREE NARAYANA GURU INSTITUTE OF MANAGEMENT STUDIES, COIMBATORE]
2008

: B.Sc COMPUTER SCIENCE


  [V V COLLEGE OF SCIENCE AND TECHNOLOGY, KERALA, INDIA]
2004

: PLUS TWO. 


 [MUJAHIDEEN HIGHER SECONDARY SCHOOL, KERALA, INDIA]

2002

: SSLC

· Travelling.

· Chatting.

· Playing cricket, Tennis, chess.

· Watching movies.

· Reading adventure books.

· Surfing.

· Date of Birth 

: 01st March 1987 

· Age


: 29yrs 

· Gender 

: Male 

· Marital Status 
: Married

· Nationality

: Indian 

Click to send CV No & get contact details of candidate
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