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Profile Summary
Dynamic, highly driven and result proven professional with more than 20 years of outstanding work professional experience within reputed  companies  like  Engineering, Automotive, Electronics, Water treatment, Watches, Construction and Logistics & Freight Forwarding industry etc. Demonstrated strong competencies in handling wide range of functions in Planning, Developing, Implementing and evaluating personnel and Labour relations strategies including Policies, Programs and Procedures and address organization’s Human Resources & Administration requirements.  Admired for ability in managing various duties effectively, remarkable skill in working under pressure, strong team spirit, indefinable enthusiasm to meet performance parameters and company goals.
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Strengths
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Well-rounded H.R. & Administrative Experience on hand. Outstanding Client Relations & Customer Service.

Ability to Accept any challenges and enjoy taking up responsibilities.
Enjoy working as a team and having the ability to adapt quickly.
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Performs Efficiently Under Work Pressure.

Excellent Communication, Coordination & Interpersonal skills
Positive attitude and the ability to work under pressure.

Capable of handling multiple jobs independently.

Self confident, Self motivated and always striving for betterment.

· Performance Driven & Strong Team Leader.
· High Sense of Commitment & Responsibility.
   Qualifications 

· Bachelor of Arts – University of Calicut, Kerala, ,India, Passed in 1985.
· Diploma of Computer Engineering with First Class from Luna Institute of Engineering Technology,
        Trissur, Kerala, India.
· Passed Typewriting (English) Higher in 1986 from Board of Technical Examinations, Kerala, India.
   Progressive Carrer  Snapshot

· Administrative Officer,-  Dubai, UAE                                                                         From September 2013 – Present
· Commercial Manager – Eren Contracting LLC., Muscat, Sultanate of Oman.           1st June, 2009 to 5th July, 2012
· Senior Personnel Executive & Logistics Supervisor - OMASCO, Muscat, Oman.    13th March, 1997 to  15th March, 2009
· Administrator Cum Secretary – Azri Architects, Ruwi, Muscat, Oman.                     1st April 1991  to  12th March 1997
· Secretary to the Sales Manager – Al Fairuz Trading & Contracting LLC., Oman.     8th August, 1989 to 12th March 1991
   Objective 

     To actualize my potential by learning and working in a growth oriented environment,  to experience  success 
by finding a challenging position within a Professional environment that provided me an opportunity for growth and career advancement,  adding value by helping team members to succeed and  contributing both  my  professional
and personal inputs in the organizational development.
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Professional Experience-I
    Designation
: Administrative Officer

    Job Knowledge      : More than 15 years hands of experience in providing excellent management service experience.

:
Adept building and maintaining successful customer relationships and efficient time management, strong leadership, organizational and technical skills.

:
Run the Company smoothly and profitably, finding solution for all major issues and forecasting future growth.

:
Excellent written and oral communication skills fluent in English.

:
Excellent knowledge on MS applications such as word, Excel, and Power point.

:
Knowledge of Labour Laws, Performance Management Process, Compensation Planning and Recruitment & Employee relations.

   Company Description 

· Reporting to     :  Chief Executive Officer.

        Key Role 

· Responsible to manage the Human Resources & Administration Department of the Company.

· I have enough experience in Jafza Admin., Jafza Visa Processing, Visa Renewals, Visa Cancellation, Customs, Dubai Chamber and Public Relations Officer duties etc.
· Responsible for all maintenance work of the  Company premises and Company rented staff accommodations i.e. Electrical, Plumbing, Air conditioners, Water purifier etc. 

· Responsible for Collecting Electricity Bills & Etisalat Bills and distribute to the concerned staff whoever staying in the Company rented Accommodations and other staffs for on time payment,  so that can avoid disconnection of the connections.

· Responsible for collecting Company premises Telephone/Fax/Internet bills,  Electricity bills and Du special package bills to be sent to Finance Department  after entry of Company records on or before 15th of every month for payment.
· Responsible for transportation arrangement of  staff from Accommodation to office and back and  internal transfer  arrangements, Airport Pickup etc. 

· Coordinate with Landlords/Real Estate team for taking new flats and collection of Tenancy Agreements for the new/renewal of flats  and  to be arrange rental cheques from finance department after getting the approval from the Management.

· Responsible for AMC Fire fighting contract renewals/maintenance at the Company Premises.

· Responsible/coordination of vehicle insurance/registration etc. of the Company vehicles.

· Responsible for Addition & Deletion of Group Life Insurance & Medical Insurance of all employees.

· Responsible for Medical Insurance claim for all existing employees.

· Responsible for AMC maintenance contract renewal/training for staff members as and when required.

· Daily meeting with Executive Director for discussing various issues of staff/company related and immediate action to be taken.
· Responsible for arranging furniture for Head Office,  Branches and staff accommodations.

· Assisting for employees Customs entry pass,  Port entry pass, Salary certificates, recording / solving employees grievances.

· Responsible for ISO related issues, coordination with Finance Department for preparing cheques etc. for the renewal of  different Company Certificates from the Government authorities.

· Process, verify, and maintain documentation relating to personnel activities such as training, grievance handling, performance evaluations, and recruitment.
· Record data for each employee, including such information as personal information, allowances, earnings, absences, supervisory reports on performance, and dates of and reasons for terminations.

· Process and review employment applications in order to evaluate qualifications or eligibility of applicants.
· Involved in coordinating training programmes as per the requirement of the organization.   
· 
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· Resolving administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.

· Responsible for evaluating and selecting candidates through a structured recruitment process designed to obtain the best candidates.
· Negotiation of salary and Issuing of offer letters to the selected candidates.

·   Responsible for processing of documentation, background verification and medical formalities for new recruits in the company.
· Responsible for employment Visa Application Process, coordination with P.R.O., arrangement of  Visa confirmation, air ticket , airport pick up, accommodation arrangement for new employees.

· Responsible for fixing appointment in different departments for the Induction programme of  all the New joiners.

· Responsible for arranging Medical Fitness test documents, Visa Stamping process, Work Permit, Emirates ID Applications etc.

· Responsible for daily attendance updating in the employee master file and sending reports to the concerned departments,  at the end of the month the attendance report  will be sending  to Finance for salary payment.

· Responsible for Annual leave plan/schedule,  inform concerned department for submission of applications with out any delay for  approval, coordination of clearance for leave proceedings and  rejoining reports etc.

· Fully responsible for renewal of Passport, Work permit, Residence Visa for employees and their families.

· Responsible for opening salary account and correspondence with the bank for employee related issues as and when required.

· Responsible for  Final Settlement, Visa Cancellation Process coordination with P.R.O. for employees and their families.
· Responsible to apply online employment visas/renewals/cancellation and Jafza Admin related works etc.

· Responsible to visit Government Offices i.e. Jafza Admin, Immigration,  EHS offices etc, if it is required.

· Responsible for Customs Clearance and related field work  i.e. Dubai Chamber documents, Makasa Stamping, Customs Inspection in different Gates / DWC / Airport etc. for a smooth operation of the branch.
   Professional Experience-II


        Designation
:   Commercial Manager
-   1st June, 2009 to 5th July, 2012
·  Job Knowledge            :  Knowledge of Oman Labour Law, Performance Management Process, Compensation,
                                        Planning and Recruitment & employee relations.

·  Company Description: Turkish Based Company specialized in various Construction Contracting, Road,

                                        Bridges and Water & Sewage Networks.

·  Reporting to                 : The General Manager through the Project Manager of  Eren Contracting LLC.

·  Main Activities            :  Responsible to manage the Human Resources& Administration Department of the

                                        Company which includes:-

· Ensure the implementation of and adherence to all HR Policies and systems throughout the Company.

· Provide reports as required to management and to relevant government agencies on staffing levels, staff costs, position vacancies and other agreed HR metrics.

· Review organizational needs for staff resources and contribute to the development of the annual budget through the Manpower Plan.

· Review all people-related processes and practices to Company policies and practices that are required to meet the changing needs of the business the economy and the social environment.

· Manage the relationship between the Company and external services providers such as recruitment consultants, initiate and monitor service level agreements with these suppliers.

· Interpret and advising on employment legislation as per Oman Labour Law and Coordinate with PRO’s for effectively maintaining the Omanization standards.

· Provide necessary information to the Finance Department to ensure accuracy of monthly salary payments and other benefits as appropriate.

· Maintain a database of various recruitment sources and coordinate with Labour Office, local newspapers, recruitment and advertising, job portal agencies and technical institutions for sourcing potential candidates.

· Prepare necessary documents required for obtaining new labour clearance, visas, medical, resident card and Airport Entry Pass.

· Directly coordinate with the travel agencies for timely booking and arrangements of e-tickets.

· Obtain approvals for labour card renewals and prepare necessary documentation for the same.

· Prepare relevant documents for  renewals of Chamber of Commerce Certificate, Tender Board and other necessary Certificates necessarily requires in obtaining project tenders and execution of projects.

· Arrange to prepare and issue notification for absconding workers to the concerned authorities.

· Maintain update record of all Senior Managers / Engineers personal files, leave records, passports, resident card and visas etc.
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· Prepare employee repatriation papers in coordination with the PRO’s and arrange for their smooth exit.

· Coordinate and consult with the Company Lawyers for Company legal matters and apprise the management on the same.

· Follow-up with different Government Departments for obtaining various approvals required in order to execute / complete site works.

· Consult and coordinate / follow-up with the Insurance Company for different Company claims.

· Timely and effectively arrange logistics for the Company.  Its includes:-

· Arrange and provide suitable accommodation facilities to all personals.

· Provide and maintain good food standards for both Turkish and Subcontinent workers.

· Manage and maintain well-being of all the personals and provide good healthcare facility.

· Upkeep of the Company’s fleet of service vehicles, Insurance and Registration etc.

   Professional Experience-III


Designation  :  Logistics Supervisor
Since I was transferred to Logistics Department of Oman Marketing & Services Co (Omasco) as a  Logistics Supervisor from 23rd July 2006  to 15th March, 2009.

Job Responsibilities

· Reporting to the Business Development Manager through the Logistics Manager -Omasco.

· Supervising operations to ensure efficiency in all aspects of the Customer Service delivery cycle, resolving critical issues in Warehousing, Inventory, Delivery, Billing or operations by interacting with the concerned departments.

· Managing Inbound and Outbound Logistics operations to provide timely delivery of goods.

· Space utilization in correlation with the Inventory.

· Taking care of the administration, housekeeping, safety and security norms.

· Receipt and inspection of Panasonic Products and inventory management of entire Electronic goods.

· Preparation of damage / Shortage and Credit Note reports wherever required.

· Stock taking in the system and sending information to concerned franchises.

· GRN Preparation for allied products (if necessary). 

· Stock transfer of various branches and certification of CCRO (towards the clearance charge bills raised by contractors.

· Inspection and despatch all home delivery /  Hypermarket Dos to concerned Sales Executives for signature and follow up.

   Professional Experience-IV


Designation  :  Senior Personnel Executive


13th March, 1997 to  22nd July, 2006   I have worked with M/s. Oman Marketing & Services Co. – OMASCO (a subsidiary of Al-Futtaim Group of UAE)   Muscat, Sultanate of Oman as a Senior Personnel Executive reporting to Commercial & H.R. Manager, then they have transferred me to their Logistics Department as Logistics Supervisor (Professional Experience III).   

   Key Role 

Handling and Supervise  the   daily  Personnel functions and Administrative service to support the Commercial & H.R. Manager for the effective & efficient operations of the H.R. department.

· Preparing  employees  pay  sheets  as  per  the Company  procedure,  so  that  correct   salary disbursement is made as per the Company's schedule.

· Processing and obtaining all visas and other legal documents of Company staff and their families, visitors etc. so that their entry and stay in Oman is in accordance with the legal requirement.

· Processing and obtaining renewals of employees Visas, Passports, Resident Cards, Family Resident Permits, Medical etc. well in advance.

· Maintaining and recording employees Personal files, leave statements, air passage + leave salary entitlements, medical claims details, insurance details & tenancy agreements etc.

· Responsible for booking, travel & visa arrangements for staff proceeding on business travel.

· Prepare employment offers/contracts for new staff as per the Company policy.

· Responsible for releasing Manpower and monthly reports.

· Preparing and updating of Company Organograms of different departments as per the Company Policy.

· Annual Leave / Termination / Final Settlement and Personnel Administration functions.

· Maintaining and Recording  Details of Omani Staff and the Omanization Programme, so that all Government require are fully complied with.
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· Recording  and carrying out the Registration and Insurance formalities of all Company Vehicles, so that they conform to all the legal requirements of Oman.

· Obtaining  competitive quotations for all Capital and Revenue purchases of Furniture, Office Equipment etc. including Maintenance Contracts, so that best prises are negotiated and forwarded to Commercial & H.R. Manager for further approvals.

· Controlling  and coordinating  the Company’s Postal, Courier and Air Parcel services for a quick and efficient mail service.

· Providing Utility services for Co. Offices, Branches and Staff Residences so that Common Services to all Departments & Staff function smoothly.

· Responsible for complete Maintenance and Housekeeping of all Company Premises, Staff Accommodations, so that Company properties have a Clean and enhancing the corporate image.

· Ensuring timely renewals of Company Registrations, Branch Registrations, Agency Registrations, Advertisement Sign Boards, Municipal Registrations to meet and conform to all Legal requirements.

During this period I have also worked as  a Secretary to the Divisional Manager (Panasonic) & Finance Manager – OMASCO.

   Professional Experience-V


Designation  :  Administrator Cum Secretary.

From 1st April 1991  to  12th March 1997
Worked with M/s. Azri Architects, Ruwi, Muscat, Sultanate of Oman as Administrator cum Secretary, reporting to the Chairman.

   Professional Experience-VI


Designation  :  Secretary.

From 08-08-1989 to 12-03-1991  

Worked with   M/s. Al-Fairuz Trading   & Contracting Co. as a Secretary to the Sales Manager (Hino) enabled me to acquire exposure in handling administrative and secretarial work of diverse, sensitive, complex and confidential nature.

   I.T. Skills 

· Fully Proficient in AS400, Microsoft Excel, Microsoft Word, Power Point, Microsoft Outlook, E-mail & Internet etc.
   Personal Details 

Nationality



:
Indian

Sex




:
Male.

Marital Status



:
Married and have 2 children.

Visa details



:
Employment (Jafza), valid up to 6th September, 2016
Driving Licence


:
Holding Valid U.A.E., Sultanate of Oman & Indian Licenses.

Language proficiency
:
Can speak, read and write English, Arabic, Hindi, Malayalam and Tamil.
· Believe in and practice the philosophy of  “Hard and sincere work rewards always”.
   Hobbies 

· Travelling, Listening to Music.

· I hereby declare that all the above particulars are true to the best of my knowledge.
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