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VINEESH
Curriculum Vitae

Vineesh 
Position Applied: HR Staff
OBJECTIVE:

Seeking challenging career as professional in the field of Accounting and HR discipline in a professional working environment, where I can enhance my experience and utilize my skills for timely and successful completion of the project in a systematic manner.

PROFILE:
Results oriented with more than one year’s hands on experience in HRM section. I am thoroughly conversant with the International Accounting Principles and Conventions. I have also working experience in the field of Human Resources

WORK EXPERIENCE:     Total Experience: 02 Years’ Experiences in Abroad.
   1   Company                 :  
Site                              : 
  Client                        : 

Location                    :  Abu Dhabi, United Arab Emirates
Designation             :  HR Clerk.

  Duration                   :   From April 2015 to Present.
Responsibilities:
· Document controlling, including personal records of both employer and employees.

· Making Punching Card for all employees.

· “Time – Keeping” of all section is the very important and responsible duty.

· Daily Overtime calculation of all Employees especially for Foreign Staff and Korean Workers.

· Monthly adjustments of times and incentives submitted by the each sections.

· Controlling of all sections daily and monthly time.

· Calculating “Final Settlement “of both Foreigners and Locals (Saudi) in accordance with Laws and Rules laid down in UAE Labor Law.

· Contract updating and calculation of Monthly Arrears relating to salary and calculation of Vacation Pays.

· Preparation Payroll; assisting Payroll regarding Contract Updating, Vacation Pay, Reasonable Deductions, Annual Allowances, Other allowances mentioned in the Employees Contract.

· Mobilization of Rental Manpower in accordance with needy and necessity of all sections for completion of their works.

· Preparation of Vacation Summary of all Employees in accordance with UAE Labor Law.

· Preparation of Vacation Summary of all Foreign Staffs and Workers, those who submit Application Form for Vacation.

· Using ERP in related with all HR activities like, transfer of employees from one site to another site, monthly payroll updating, vacation request, employees personal details updating etc.

· Proving necessary information and assistance to Superior Officers.

· Weekly updating of Hyundai Warning Notice status and send it to Manager.

· Preparation of all necessary documents relating to Transfer Employees from our site to any other site; it includes, Computation of final settlement, Arranging relevant document such as Job Relocation Order, Personnel files ,Contract etc.     

· Applying Employment Visas for new candidates.

· Applying for Daman Insurance, Emirates ID and Residence Permit for all Employees.

· Updating Daily Manpower Status. 

· Computation of Vacation Days as per host country Local Law.

· Processing of Residence Permit Cancellation, Un-used & Used Employment Visa Cancellation.

· Applying Visa conversion..i..e., Conversion from Airport Visa to Employment Visa.

· Applying for work permit.
2 Company   :  Hyundai Engineering & Construction Co.Ltd

   Site                              : SAMA (Saudi Arabian& MA ‘Aden Alumina 

       Client         :  MA ‘Aden and ALOCA.

     Location      :  Ras-al Khair, Kingdom of Saudi Arabia.

Designation:HR Clerk.

       Duration     :   From October 2013 to April 2015.

Responsibilities:
· Document controlling, including personal records of both employer and employees.

· Making Punching Card for all employees.

· “Time – Keeping” of all section is the very important and responsible duty.

· Daily Overtime calculation of all Employees especially for Foreign Staff and Korean Workers.
· Monthly adjustments of times and incentives submitted by the each sections.

· Controlling of all sections daily and monthly time.

· Calculating “Final Settlement “of both Foreigners and Locals (Saudi) in accordance with Laws and Rules laid down in Saudi Labor Law.

· Contract updating and calculation of Monthly Arrears relating to salary and calculation of Vacation Pays.

· Preparation Payroll; assisting Payroll regarding Contract Updating, Vacation Pay, Reasonable Deductions, Annual Allowances, Other allowances mentioned in the Employees Contract.
· Mobilization of Rental Manpower in accordance with needy and necessity of all sections for completion of their works.

· Preparation of Vacation Summary of all Employees in accordance with Saudi Labor Law.

· Preparation of Vacation Summary of all Foreign Staffs and Workers, those who submit Application Form for Vacation.

· Using ERP in related with all HR activities like, transfer of employees from one site to another site, monthly payroll updating, vacation request, employees personal details updating etc.

· Proving necessary information and assistance to Superior Officers.

· Weekly updating of Hyundai Warning Notice status and send it to Manager.

· Preparation of all necessary documents relating to Transfer Employees from our site to any other site; it includes, Computation of final settlement, Arranging relevant document such as Job Relocation Order, Personnel files ,Contract etc.     

EDUCATIONAL DETAILS
· Master of Commerce (M.com)

· University/Board: University of Kerala.

· Institute              : VTMNSCollege,Dhanuvachapuram,Thiruvananthapuram

· Marks Obtained : 76% ( Distinction)
· Year of passing                : 2013.

· Course duration: (Two years: 2011-2013)

· Discipline: Commerce (Income Tax, Corporate Accounting).
· Bachelor of Commerce (B.com).


· University/Board: University of Kerala.

· Institute            : VTMNSS College,Dhanuvachapuram,Thiruvananthapuram

· Marks Obtained : 60% ( First Class)

· Year of passing: 2011.

· Course duration: (Three years: 2008-2011)

· Discipline: Commerce (Financial Accounting, Auditing, HRM)
· Plus Two Course.
· University/Board: Board of higher secondary Examination, Government of Kerala
· Institute              : Govt: HSS, Kulathummel, Kattakkada.Thiruvananthapuram

· Marks Obtained :82% ( Distinction)

· Year of passing: 2008.

· Discipline/Specialization: Commerce (Accounting, Business Studies&Auditing).

· SSLC.
· University/Board
: Board of Public Examinations, Government of Kerala.

· Institute       

: DVMNNMHSS, Maranalloor,Thiruvananthapuram

· Marks Obtained: 74%.
· Year of Passing           :March 2006
· SEMINAR

· “Business Ethics followed by Different types of Organization:” It was an International Level seminar conducted in VTMNSS College, Dhanuvachapuram, in the year of 2012.
· SUMMARY OF SKILLS

· Topics of familiarity: “Customer Relationship Management (CRM) Practiced by Public & Private Sector Banks in Thiruvananthapuram City”.
         It was a case study conducted during my Master degree with the reference of Statistical tools like Simple Sample method and Interview Schedule.

· Operating of Windows, 

· Visual Basic

· Micro Soft Excel, Power Point
· Using Out Look.
· PERSONAL PROFILE: 

· Name


:          VINEESH 

· Date of Birth

:          14th November 1990.

· Sex


:          Male.

· Marital Status  :       Single.

· Nationality

:          Indian.

· Languages Known   : English, Hindi and Malayalam.
DECLARATION:

I hereby declare that the information furnished above is true to the best of my knowledge.

Place:Thiruvananthapuram
Date: 30.03.2016
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