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Career Objective
A position in HR & administration executive with a vibrant and growing company offering a hi-tech, innovative and motivating work environment, enabling me to utilize my functional experience and to constantly upgrade my knowledge and skills to the latest trends of the service industry, to acquire exposure in my field of operation to eventually rise to a position of command and thus evolve as a successful individual.

Profile Summary

· Having excellent MS Office (Excel, Word and Power Point) skills.

· Very good in General administration work
· Fast learner with aptitude to learn new concepts quickly and apply them in the work scenario.

· Can work under pressure and meet deadlines.

· Entrepreneurial and gave the ability to work well under pressure, facilitate innovation to catalyze effectiveness.
.
Experience Summary 
TOTAL 7 YEARS EXPERIENCE IN UAE

· Currently working with Fast Service Center (Emirates National Group) as an HR Assistant from 16th October 2010 to till date.

· Worked with Fast Rent A Car (Emirates National Group) as an office assistant & filing clerk from 26th march 2008 to 15th October 2010.
Areas of Responsibilities 
· Payroll administration 

· Maintaining a comprehensive employee data base

· keeping and maintaining employees personnel file
· Processing of all employment visa and labor card renewals in coordination with PRD
· Enter the new hire information in the human resource system data base.
· follow up passport renewal and update records
· Monitoring of employment confirmation after six months probation period
· follow up employees Emirates ID (new, renewal, cancellation) and update records
· Monitoring and maintain leave records

· follow up and receive various deductions to the salary

· Attendance processing

· Benefit administration for all company employees.
· Collecting CVs and arranging interview for technical staff.
· Coordinate new hire process and paperwork

· Coordinate health Insurance (Applying, Cancellation, And Annual Renewal) 

· Final settlement preparation for resigned and terminated employees.
· Coordinating for ticket booking and repatriation for all resigned and terminated employees

· Coordinate labor Accommodation Administrative work. 

· Handling printing & stationery purchase and distribution as per  requirement

Personal Attributes
· Self-confidence

· Excellent communication and public relations abilities
· Strong typing and computer application skills

· Able to operate telephone, PC, Copier and other basic business machines.
· Quick learner, self starter, motivated, organized, takes initiative

· Able to work independently 

· Collaborate with the team and senior management
Education
SSLC
Having Valid UAE Driving License
Personal Summary 

Date of birth

:
02nd November 1986

Nationality

:
Indian


Gender 

:
Male

Marital status

:           Single

Language known
:
English, Hindi, Malayalam.
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