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MANU 
manu.331533@2freemail.com 


PROFILE

Well-experienced professional from construction industry background with willingness to work in the human resources field and office administration. Possess 10+ years of multi-role exposure demonstrating excellent work skills, performed under work pressure meeting deadlines very well and collaborated effectively as team member. Presentable personality with excellent administration, customer service, communication, interpersonal and IT skills.


STRENGTHS
	· Proven work experience in Gulf market
	· Administration Skills

	· Keeps confidentiality of company records
	· Excellent Self-Business Correspondence Skills

	· Ability to multitask & work independently 
	· Superior telephone & computer proficiency

	· Resourceful-Open-Minded-Quick Learner
	· Excellent Coordination Skills




PROFESSIONAL EXPERIENCE

10 years worked as HR Administrator, Site Co-Ordinator & Document Controller.
         Dutco Balfour Beatty Group      Dubai, United Arab Emirates
· 04 years worked as photography & Graphic Designing in Mumbai.

· 01 year worked as counter staff in FORV Holidays & Travel center Cochin.

HR Administrative Support
· All secretarial & Office Administrative Works. (HR)
· Filing & controlling of all the documents.

· All routine Works with regard to general office Administration.

· Experience in camp supervision (staff & labour camp)
· Maintaining employee master file and individual employee records all business units (DBB, MES, BBAD) on a Weekly / monthly basis.
· Managing all new arrivals procedures such as supervising arrival formalities, employee document Collection, creating new employee records in the EPHR, formulating medical test, visa stamping & Passport renewal procedures. 
· Coordinating with Dutco House PRO team for Visa Applications, MOL Unified Employment Contract, Invoicing and Cost Amendments.
· Responsible for monitoring Camp occupancy and allocation.
· Managing site transfers of Staffs & Labours as per the Manpower Requirement and preparing respective time Sheets for the employees.

· Responsible for Leave Management, Absenteeism and Labour Grievances.
· Preparing and issuing Daily Site Report & Manpower Allocation to the Project/Senior management
· Responsible for employee exit Clearance activities such as termination, Resignation, Visa cancellation & Deportation formalities.
· Updating all Employee Details in the EPHR on regular basis and generating reports as per the requirement of the Management.

· Responsible for preparing letters for the employees as requested such as Salary Certificate, Employment Certificate and Service Certificate.
· Coordinating with Accounts department and Process Cash Advances to employees, Family medical reimbursements and refunds.
Recruitment

· Responsible for manpower planning, formulating selection process, assessment procedures, preparing appointment letter, managing new joining’s& induction process.

· Sourcing the best talent (Technical and Non-Technical) for all business units from diverse sources, which includes Internal availability, References and Recruitment Agencies as per manpower requirements.

EDUCATION

AIBM (American Institute of Business & Management)

HRMP (Human Resource Management Professional)
IATA Diploma 

BBA
IT SKILLS
MS Office, Word, Excel, Internet, Emails, Photoshop, Illustrator, Coral draw
PERSONAL DETAILS
•
Date of Birth           -   01/03/1980

•
Sex                           - Male
•
Religion                   - Christian

•
Nationality              - Indian

•
Marital Status        - Married

•
Languages Known - English, Hindi, Tamil, Malayalam
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