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SREE 
SREE.32309@2freemail.com  

Career Objective :  To obtain a position that allows me to utilize my experience resulting career improvement and to achieve new goals to company.
           Summary : More than 10 years experience (including 2 years in Dubai) in Hospitality and Administration Dept., with good interpersonal, communication and presentation skills.

Professional Experiences:

1) Organisation : Parvathy Ortho Hospital, Chennai, India (100 + bedded Ortho speciality hospital)
· Designation: Administrative Officer  (From February ’08 to July’ 08)

2) Project : R709/3 Interchange # 8, Rehabilitation of Jebel Ali – Lehbab Road, Dubai, UAE
· Designation: H R Assist.  (From October ’07 to Jan’ 08)
Organization: SHIMIZU CORPORATION, Jebel Ali, Dubai, UAE
– A leading architectural, engineering and general contracting firm  of construction and engineering projects worldwide, having annual sales of approximately US $14 bn  and recognized as one of the top 5 contractors in Japan

Nature of work done: As a Human Resource Assist. my responsibilities are:- 

· Functions as a member of the integrated HR operation team for implementation of HR policies and procedures, staff development, performance management and organization development.
· Typing / mailing various letters and other documents. Enquiring HR related requirements/needs of various dept. / staff and providing them on time.
· Preparing personal files and other documents. 
· Preparoing and sending  documents to typing office for visa processing.

· Monitoring and updating visa process details
3) Project : Winchester Royale Deluxe Hotel Apartment (7Floors + Health Club + SP), Dubai, UAE

· Designation: H R Clerk cum Administrator  (From February ’07 to Sep’ 07)

Organisation :Winchester Group of Hotel Apartments, Dubai, UAE
· Preparing files and other document. Co-ordinating with colleagues for implementation of HR policies and procedures. 
· Taking care of staff accommodation and providing  supplies to staff.

· Typing / mailing various letters and other documents, updating all necessary details in system.

· Preparing timesheets for all staff and providing all details for payroll.

· Responds to exception inquiries regarding HR policies, procedures, and programs at the functional level. 

· Manages Human Resources communications to ensure all locations, managers, and/or employees have access to information, as needed, in a timely manner.
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4) Organisation : Parvathy Ortho Hospital, Chennai, India (100 + bedded Ortho speciality hospital)
· Designation: Front Office Manager (includes HR Dept)  (From Jul ’05 to Jan’ 07)

· Managing  front office/ reception duties. Preparing memos and letters.
· Maintan personal files of staff, preparing daily, weekly & monthly attendance and other reports and preparing pay roll using HRM Software.

· Processing of Medical Insurance, co –ordinating with local Police authorities during road traffic accidents cases.

· Co-ordinating with learning and development group & arranging various in-house trainings & seminar.

5) Organisation : Al Sondos Le Meridien Suites (4 Star), Dubai, UAE
· Designation: Co - ordinator  (From July ’04 to June’ 05)

· Co-ordinating with superior staffs and colleagues for general activities of HR   

  
And  assist in the preparation of reports.

· Filing, typing of documents, mailing documents, creating staff badges, identity cards etc,.
.      6) Organisation: Hotel Ranjith (3 Star), Chennai, India
· Designation: Front Office Executive  (From March ’02 to June’ 04)

7) Organisation: Bora Hospital, Chennai, India
· Designation: Front Office Assistant  (From April ’01 to March’ 02)

8) Organisation: Physiqure Physio Centre, Chennai, India
· Designation: Receptionist cum Physiotherapist  (From July ‘98 to March ‘01)

Educational Qualifications :
 1. Persuing M.A (Public Administration) in Annamalai University. India.

 2. Diploma in Sales Management , Directorate of Technical Institute, Chennai. India.

 3. Senior level Certification in First Aid, St.John’s Ambulance Association, Chennai. India.                       4. Diploma in Physiotherapy, Indian Red Cross Society, Chennai, India
 COMPUTER SKILLS :
MS - Word,  Excel, Power Point, Outlook, Adobe Photoshop 7.0,  3d Studio Max R4,  Fidelio, FiestaV2 & HMS(Hotel- Management Software), Pulse(Hospital Management Software), HRMS(Human Resources Management Software),  Internet, Email , Knowledge of Hardware , Typing & Book keeping.
Personal Profile :
Date of Birth



:
18.06.1978


Martial Status



:
Married


Nationality



:
Indian

Languages Known


:
English, Tamil, Hindi, Malayalam.

