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Navaraj
Navraj.303895@2freemail.com 
Dubai,UA
SKILLS AND EXPERTISE
Payroll and Administration, Compensation & Benefits( Banding/Grading System, Salary Survey, Remuneration Set-up, Perks & Benefits), Recruitment, Hospitality Management, Budgets, Performance Appraisal, Pre-opening Experience, HR Policies and Procedures, Employee Relation, Staff Engagement, Staff Management, Oasys and Microsoft Dynamics)
WORK EXPERIENCES:
Ezdan Hotels (Ezdan Holding Group)

Doha, Qatar 

HR & Admin Coordinator 

May 2010 till Nov 2015

Duties & Responsibilities 

· Prepares memos, reports and other correspondence, as requested by the Human Resources Manager.

· Prepares job offer packages (staff agreement, offer letter, summary of benefits etc.)  Ensure all documentation required for recruitment is provided before commencement of employment.

· Submits contract expiries/renewals list on a monthly basis.

· Dealings with staff inquiries gently.

· Updates record of visas/labor cards renewals and provide list to PRO.

· Coordinates with staff quarters/transport/staff Cafeteria.

· Arranges appointments for the Human Resources Manager, ensuring accurate details are recorded in the appointment diary and that relevant information is communicated to all parties concerned.

· Maintains a trace file system, ensuring that daily traced items are brought to the attention of the relevant people.

· Prepares disciplinary letters and maintains a master file.

· Consistently provides and maintains the highest standard of staff care and service.

· Ensures that all reporting staff maintains a high standard of personal hygiene and grooming at all times.

· Assists the Human Resources Manager in maintaining and updating the departmental service manual.

· Ensures that all reporting staff demonstrates the required service standard.

· Assists the Human Resources Manager in regularly monitoring staff performance against agreed criteria.

· Having good knowledge of all hotel facilities and be able to answer staff/guest questions in a quick, polite and helpful manner.

· Handles any staff complaints or problems promptly and to ensure that all resolved/unresolved incidents are reported to the Human Resources Manager.

· Ensures company, hotel and statutory rules, regulations and policies are adhered to all times.

· Acts on responsibilities for Health and Safety at work.

· Demonstrates a working knowledge of fire prevention and to ensure that staffs follow the hotel evacuation procedures on hearing the alarm.

· Ensures the departmental area is maintained in safe, hygiene and presentable state and to report any damage to furniture, fittings and equipment to the Human Resources Manager.

· Handles staff grievances and disciplinary matters to the agreed hotel standard.

· Carries out any reasonable tasks requested by the Management.

· Maintains effective Communication of Training Activities such as Boards, Posters and Calendars.

· Establishes and maintains records of training for all off-job courses for all employees.

· Maintains standard hotel training equipment and training library resources.

· Contributes towards other hotel activities as appropriate.

· In charge of gathering data from all departments of the name tags needed.

· Handling all the aspects of opening and closing files of the employees.

· Handling all the aspects of finishing and renewing the expatriate's papers.

· Responsible for preparing monthly reports about the duties being performed.

· Assist HR Manager in yearly Budget.

· Welcoming new staff and enroll in the system.

· Assist in EOM every month.

· Assist Payroll officer in Payroll each and every month.

· Cross check the attendance of all HOD and staff throughout system 

· Assist Training Manager for any related issue.

· Assist Recruitment Manager for Recruitment. 

· Assist in Air Ticket booking for upcoming staff and outgoing staff.

Ezdan Hotel & Suites 
Doha, Qatar

Housing Supervisor

August 2007 till September 2009
Duties & Responsibilities:

· Manages the areas of the staff accommodation in order to ensure staff satisfaction.
· Manages the staff within the department, ensuring that the work climate in compliance 
· with the company policies and procedures and to maintain and develop the skills and knowledge of the related staff.
· To Ensure that staff is your guest and ensure your guests are satisfied.
· Monitors the services provided to staff and to ensure conformity to company operating standards, procedures and local regulations in order to achieve satisfaction and to preserve the Hotel Property standards.

· Ensures that all  Housing staff well  trained with company policies and procedures in order to meet the expectation  
· Ensures the staff accommodation areas and the office areas are maintained in excellent condition and cleanliness. Monitors maintenance requests procedures and regularly inspect staff rooms, corridors etc. to ensure proper maintenance and cleanliness.

· Applies the standards of appearance and hygiene on all staff.

· Handles effectively all staff complaints concerning the rooms, taking corrective action to prevent recurrence. Review all log books related to the department daily and take corrective action when necessary. Checks the attendance of the Housing staff on a temporary basis and ensure daily work completed. 
· Conducts weekly briefing within the department where operational information is provided to the staff.

· Conducts a monthly meeting where the staff could express themselves and give new ideas for the operation.

· Conducts evaluations and appraisal skills meeting every six months to reevaluate the staff and make development plans for them.

· Maintains careful control over room’s assignment and ensure rooms are allotted according to the category entitlement.
· Ensures that operational equipment, computers, other administrative and operating supplies, assets are maintained in excellent condition.  

· Ensures that the department is effectively staffed and motivated to consistently deliver high levels of service.

· Ensures all staff is thoroughly familiar with the Hotel’s emergency procedures.

· Knows and applies all Hotel and local Operational Standards as well as local authorities requests and ensure they are implemented.

· Assists all subordinates in the accomplishment of their job description.

· Sets up training programs for the staff whenever necessary in conjunction with the Personnel & Training Manager.

· Maintains a monthly overview of vacation and public holiday balance of all his staff and delivers a monthly consolidated summary to the Personnel Manager.

· Maintains reports on room's assigned, vacant rooms and submit a summary to the HR department every month.

· Maintains high confidentiality in regards to hotel policies and procedures and operations.
· Reports any suspicious behaviour of guests and staff to the General Manager and Security.

· Notifies Department Head regarding lost and found objects of staffs in the rooms.
· Ensures that all potential and real hazards are reported appropriately immediately.

· Fully understands the fire, emergency, and bomb procedures.

· Follows emergency procedures to provide for the security and safety of employees.

· Works in a safe manner that does not harm or injure self or others.

· Anticipates possible and probable hazards and conditions and notifies the Manager.

· Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and conduct.
· Arrange the transportation for sick staff

· Accommodate separate room for related sick staff
· Cross Check the staff accommodation on weekly basis.

· Maintain the Inventory report of each and every room.

· Coordinate with security Department in case of incident happen on staff accommodation 

· Prepare the Incident report and submit the Housing Manager

· Update the Bulletin Board with rules and new events organize by the management 

PERSONAL BACKGROUND:

Date of Birth :

July 14, 1982
Place of Birth :

Bhairahawa, Nepal
Gender :


Male
Civil Status :


Married
