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KHAJA

                                                                                                  E-mail: khaja.308701@2freemail.com 
Visit visa expiry on 26 Nov 2016                                               

 Mobile: Whatsapp +971504753686 / +919979971283
                                           

PROFILE :

· Master degree in Human Resource & Marketing. 
· Bachelor degree in technology.
· Well versed in computer skills.

· Hard working and self motivated.

· Excellent communication and interpersonal skills; readily establish rapport with individuals of various ages and cultures

OBJECTIVE :
Aimed to be associated with a reputed and progressive organization that gives me scope of growth and helps me deliver to the best of my abilities, which I have attained through my education.

Having 2+years of experience in IT industry as a SAP Basis admin.

Having good knowledge on installation and maintenance of SAP R/3 system.

Having good experience and expertise on my relevant Job in Hr and Admin.
	  WORK EXPERIENCE :


Working as a HR Executive in RELSTAR NOVAMARKETING & DISTRIBUTION, Since June 12th 2014 to Aug 12th 2016.

ROLES:
Recruitment and Staffing.
HR Documentation and Validation.
Payroll Processing (Salary Benefits & Compensation).
Full and Final Settlement Calculation and Payments.
Performance Management.
Employee Services and Counseling.

Preparing and sharing all the reports with the client.

Preparing Pay slips for the employees.

Preparing and presenting Monthly reports with the team and management.

Client Management and Client satisfaction.
Written and Oral Communication for Employee queries.
Multi-tasking with most accuracy in the works assigned.
Drafting Notice Emails, mass communication email to employees.
Report Preparations and Research.
Conducting monthly Video conference calls with clients.
Providing call assistance to employees for their queries.
Maintain Confidentiality of reports and Documents.
Coordinate daily meetings and activities.

SOFTWARE & NETWORK ENGINEER:

· Worked on some software like SAN, MS OFFICE (FLUENT), PHOTOSHOP. 
· Installation and Configuration and Administrating NT/2000 Servers, Windows XP and Win98 Workstations.
· Installation and Configuration of Norton Antivirus Corporate Edition 7.0 and 7.5.

· Administration of Remote Servers using Terminal Services and PC Anywhere.
· Creation and Management of User accounts, Groups, Privileges and Security Policies on Enterprise networks.
· Administration of Local and Network Printers.
   EDUCATION:
Post Graduate 






       Aggregate: 59.53%

Holy Mother P.G College

Bachelor of Technology (INFORMATION TECHNOLOGY): -                               Aggregate: 58.81%

AL-HBEEB Institute Of Engg and Technology (JNTUH)                                  

Damarigidda, Chevella (Mandal)                                                                                                                                                

RR (Dist), A.P, India

TECHNICAL SKILLS : 

Operating System
:  Windows XP/7/8, Server 2003, 2008, Win2003/2008.
RDBMS


: Oracle 10g & MSSQL Server 2005 

ERP                          
: SAP R/3 , ECC 5.0, ECC 6.0, Netweaver2004S

Hardware

:  Working on all branded PC’s & Troubleshooting, SCSI Devices, Router, Switches.

Networks/Protocols  
: LAN/WAN, TCP/IP,WINS, DNS, DHCP.

PERSONAL DOSSIER:

Date of Birth                                           :  30-06-1989

Father’s name                              
   :  ISMAIL

Gender 


   
   :  Male

Martial Status


   :  Single
Declaration: I here by declare that above information furnished is correct   to the best of my knowledge and belief.

Place: 











