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ISMAIL
Objective–Dedicated Human Resources Officer focused on developing efficient process using knowledge of recruiting, employee relations, training and development and auditing.  Highly efficient and well established in administrative environments that are fast-paced and challenging.  
HIGHLIGHTS

	· Payroll Process                                                 ◊ Recruitment Process
· Administration                                                 ◊CTC Preparation
· HR Policies implementation                         ◊New Employee Relations
· Employee Insurance Claim Process             ◊ Human  Resources Audits
· HR Policies & Procedures Expertise            ◊ People Oriented
· Employee Orientation & Training                ◊ Maintains Confidentiality
· Compensation & Benefits administration  ◊Organized
· Staff Training & Development                       ◊MS Outlook, Excel, Word, PowerPoint
· People Oriented                                                ◊Quick-book proficient
· HRIS                                                                   ◊Human Resources Management

· Strategic HR                                                      ◊Team Building

· HR Accounts                                                      ◊ Visa Process



Key Skills

· Ability to produce high quality of work under minimum supervision

· Flexible, disciplined &keen learner.

· Confident, self-driven, self-motivated and ability to take ownership in solving issues/problems.

· Comfortable in a fast paced, performance oriented environment.

· Ability to work under pressure and meet deadlines.

· Dealing effectively with people at all levels and different nationalities.

· Committed individual with outstanding communication skills.

· Persuasive, dedicated and hard worker.

· Punctual, highly organized and competent individual.

· Acquaintance with the functioning of the human resources department

· A professional individual with ability to adhere to corporate ethics

· Superior information processing abilities that help draft and keep records

· Ability to communicate proficiently with individuals with varied backgrounds

· High patience and tolerance levels that help liaise several activities together

Professional Experience
	Sl#
	Positions
	Period
	Establishments

	01
	Office Manager
	2015-2016
	Electro Mech. Cont. LLC

	02
	HR & Administrative Officer
	2011-2015
	Glass Factory, Doha- Qatar

	03
	HR Officer
	2010-2011
	Margudy’s Enterprises, UAE

	04
	Asst. Marketing Manager
	2006-2010
	HDFC, India

	05
	Asst. Sales Manager
	2004-2006
	Indus Motors, India

	06
	Sales Supervisor
	2000-2004
	Indian Tobacco Company, India


1. OFFICE MANAGER – From 26/12/2015 to 07/03/2016
ELECTRO MECH.CONT.LLC, AJMAN, UAE
Job Profile:

· Office Management

· Visa Process

· Monitoring Invoice submittal & Outstanding Collection

· Monitoring Pay Roll process.
· Monitoring Compensation and Benefits Process.
· Allocation of Employees to various sites as per the requirements.
· Local recruitment of candidates as per the requirement.
· CTC preparation.
· HR Strategies for cost cutting and successful implementation.
· Successful coordination with the Site Engineers for the allocation of skilled labors.
· Outsourcing of labors on temporary basis.
· Preparation of OT and Salary Report on monthly basis.
2. HR & ADMINISTRATIVE OFFICERFromAug 2011to Nov 2015.
JERSEY GLASSS FACTORY, DOHA, QATAR
Job Profile:
· Pay Roll process
· Visa Process
· Leave, Termination & Resignation process.

· Calculation of Leave settlement, End of Service Benefits etc.
· Recruitment Process

· Compensation & Benefits Process

· Employee Insurance Claim Process

· HR Related Accounts.
· Responsible for carrying out several tasks related to administration. 
· Coordination for all important functions such as leaves, grievances, promotion, grading, maintaining employee records, etc.

· Preparation of CTC of labors as well management staffs.

· Recommends and assists in the development and implementation of institutional Human Resource policies, rules, procedures and programs

· Advises departments regarding policy and rule interpretations, staffing and related personnel problems; 

· Counsel applicants and employees on human resource policies, rules and procedures.
· Complete control of Labor Camp, Delivery Vehicles & Office Vehicles.
· Monitoring vehicle maintenance, office equipment maintenance, labor accommodation maintenance work etc.
· Maintaining all the Legal Documents of the company up-to-date.
· Conducting Business Meeting, Sales & Marketing Meeting etc. and prepare Minutes of Meeting. 
3. HR OFFICER :From May 2010 – June 2011

MAGRUDY’S ENTERPRISES – DUBAI
Job Profile
· Pay roll Process.
· Benefits & Compensation.
· Recruitment process.
· Control of Labor Camp, Delivery Vehicles & Office Vehicles.
· Maintenance of office equipment’s, labor camp and company vehicles etc.
· Maintaining all the Legal Documents of the company up-to-date.
· Conducting Business Meeting, Sales & Marketing Meeting etc. and prepare Minutes of Meeting. 
· Complete the day today procurement and logistic task and update the records and report daily/timely basis.

· Maintain the proper record of the inventory (all received, issued, balance) and shall be responsible for the same;
· Follow all the internal process/ systems and ensure that all documents like PR, PO, contracts, etc updates on time and follow with the internal team where required;
4. ASSISTANT MARKETING MANAGER : From Feb 2006 to March 2010









 HDFC BANK, INDIA
Job Profile:-
· Car Loan Marketing, Supervision, Documentation, Customer Service & Sales Coordination.
5. ASSISTANT SALES MANAGER : From Jan 2004 to Feb 2006
INDUS MOTORS (India’s No.1 Car Dealer of Suzuki Motors)
Job Profile:-
· Marketing & Sales of Suzuki Cars
6. SALES SUPERVISOR : From Jan 2000 to Jan 2004
INDIAN TOBACCO COMPANY – Distributor, on Tobacco Division (FMCG)
Job Profile :- 

· Marketing & Sales of ITC Products 
__________________________________________________________
Hobbies

· Reading
​​​​​​​​_____________________________________________________
Educational Qualifications:
· Bachelor of Business Administration
· Diploma in Computer Applications (MS Word, Excel, PowerPoint etc.)
_____________________________________________________
Personal Profile:
Age & Date of Birth


:
43yrs., 30/04/1972
Marital Status



:
Married

Nationality



:
Indian

Languages Known


:
English, Malayalam, Tamil, Hindi
Driving License


:
Indian / Qatar License 

Visa Status



: 
UAE Visit Visa  

Valid till 20/08/2016

DECLARATION
I do hereby declare that the above statements are true and correct to the best of my knowledge and belief. 
Ismail / CV NO: 1741008
Click to send CV No & get contact details of candidate
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