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Muthukumar
Muthukumar.332245@2freemail.com  
Admin / Accounts
CONTACT DETAILS

ACADEMIC QUALIFACTIONS

MBA - HR

AREAS OFEXPERTISE
HR processes & systems

Contract document generation

Business Administration Note-taking
Recruitment methodologies

Employment legislation
Document management

Equal opportunities
Absence management

Calendar management

Stores requirement
CORE COMPETENCIES
Adaptability

Customer Service

Technical Knowhow

Integrity

Diplomatic

Tactful

Empathetic




PERSONAL SUMMARY
A competent and organized individual who is able to work as part of a team and manage several priorities at any one time. I have a positive attitude,strong work ethics, good communication skills and a keen desire to learn and grow with in a firm that focuses on reflecting its values of Excellence and Quality.
CAREERHISTORY
Sharjah, UAE
(HR Admin / Accounts / Stores In-charge)

Jan 2014 – May 16

 Assist in implementing organizational new policies and procedures.

· Recruitment / training / orientation / appraisal / promotions etc…..

· Handle Visa processing, visa renewal and cancellation, immigration work and follow-up (ie).  Preparation, processing & updating employment visa and visit visa. Collecting cash from accounts department to arrange for E-Dirham and deposit visa payment to immigration. Preparing visa expiry list for passport visas & work permits and communicate with camps, sites & divisions.Handling cash accounts. All visa related expenses. Routine expenses related to Hr department
· Drive customer loyalty initiatives and productivity gains through effective and efficient customer relationship management.

· Maintain all kinds of journal entries, accounts ledger, payables, receivables, purchase and sales invoice entries in system.

· Staff Management such as roster management, staff leave plan schedule, disciplinary actions, staff transfer process etc., 
· Ensure the availability of listed range on local or import., proper merchandising and the price are accurate / updated. 
· Assist  to the Manager to check  prepare and update reports required by the Head Office.
· Analyzing the market sales performance of different department and discussed the same to the manager and staff.
· Responsible for all the day to day functions, operations and activities of the Store Manager absence and also assist the customer service Supervisor, Storekeepers and Head Cashier with their activities. 
· To ensure effective receiving, inventory levels and safety of goods.

· To maintain stock inward and outward documentation and records.

· Management & organizing of stocks at the back store.

· Ensures that proper receiving, inventory and stock retrieving systems, procedures and policies are observed as mandated by the Management.
PERSONALSKILLS
Competitive Target oriented Energetic
Time management
Decision making
Attention to details
Excellent communicator Tactful &articulate
Problem solving
Quick thinking
Team player
Conflict resolution
Professional mannerisms Integrity

Willingness to learn
TECHNICAL SKILLS
Typing speed 65 wpm

MS Office

Tally 9

PERSONAL DETAILS

Date of Birth 
3rd Jul 1973

Gender

: Male

Nationality
: Indian

Marital Status
: Married

Languages Known: English, Tamil, Hindi, Marathi& Malayalam

· Assist senior merchandiser in everyday product merchandising activities.

· Report warehouse and store about stock release, stock return and new arrivals.

·  Maintain and monitors stocks levels and movements (internal transfers).

· Develop pricing and merchandising strategy to meet sales target.

· Manage merchandising calendar to meet deadlines.

· Develop merchandising guidelines and reference documents for team members.

· Assist in developing merchandising ideas or business growth based on industry trends, market analysis and competitor markets. 

INECO Ltd –Ajman, UAE
HR / Admin / Accounts 




Jan 2011 – Dec 2013

· Making arrangements for walk-in interviews / updates / follow-up.

· Conduct training program to staff / labour  (Fire safety / first aid / motivation etc..)  

· Handle incoming messages and correspondence to respective personnel.

· Update and maintain accurate records of staff attendance & sick leave/annual leave details.

· Process accurate calculations of staff payroll and timely distribution.

· Handle PRO activities such as Visa processing, renewal, cancelation and other legal immigration formalities.

· Maintain staff medical insurance cards, claims and renewals.

· Monitor office stock, inventory and order necessary supplies.
· Handling the entire spectrum of activities across providing facilities support efficiently handle contractors, housekeeping /  pantry services, mail room

· Work with sales coordinators to identify new opportunities and improvements. 

· Identify and resolve merchandising, purchase order and production issues in a timely fashion. 

· Coordinate with merchandiser to develop seasonal products. 

· Maintain all kinds of reports i.e sales reports purchase reports.

· Making LPO enquiry, comparison etc., 

· Maintain daily direct and indirect customer relations by acting as point of contact when customers call in, provide necessary information and forward their request to appropriate sections based on their needs.

· Co-ordinate with HO for Training needs of staff.

· First point contact for all staff related queries/ issues.

· operations, Record management and housekeeping / tea / coffee / water services.

· Acting as one point contract for all administrative matters like maintenance, upkeep and repairs of company’s asset, Telephone lines, mobile phones, storage & issue of stationery.


· Opening Bank Accounts for all staffs. 

· Preparing salary statement. 

· Cheques collection and deposit and making details summery.

· Daily account closing including petty cash.

· Post job vacancies in all sources; Conduct phone interviews – preliminary screenings 

· Arrange interviews and liaise with Senior Management Teams and Line Managers; Prepare and issue offer letters/ employment contracts to selected candidates.

· Identifying dependable and cost effective vendors for various services and maintaining schedule of alternate vendors and vendor accounts, also responsible for releasing purchase order and handling purchase of materials. 

· Co-coordinating with Vendors and Agencies for renewal of corporate deals and contract for AMCs.

· Handling material procurement related functions through local purchase and through supply / execution contracts.

· Maintain staff records by recording new hires, transfers, terminations, changes in job classifications, merit increases; tracking vacation, sick, and personal time.

· Provide orientation for new employees by reviewing company policies, HR formalities and other payroll information; explaining and obtaining signatures on all required joining documents.

· Assist the PRO in providing all the documents required to obtain new visas for new staff, cancelation and other legal procedures.

· Updates job knowledge by participating in educational opportunities; reading professional publications

· Assist the accounts department in providing staff attendance details, maintain staffs leave records.

· Handle staff travels (tickets) and Passport distribution.
· Update and maintain staff bulletin boards

Fortune Hotel – Sullivan Court, Tamilnadu, India
Sr. Administrator - HR



Aug 2004 – Sept 2011

Responsible for providing proactive administrative HR supportservices 
Recruitment & Selection

· Develop and maintain relationship with employment agencies and recruitment sources (Local & International).

· Handle the new hires for their Hotel Accommodation, New Starter Welcome Kit and Checklist, Conducting office tour for new starters, 

· Prepare and send New Joiner Memo,  Arrange Induction Training for New Starters; issue job description and complete other job placement formalities.

Performance Management

· Collecting feedback on performance of Employees from Department Heads and transferring the details to Management.

Administrative duties

· Prepare and Issue employment certificates, experience letters, distribute Medical insurance cards, facilitate medical reimbursement claims,

· Manage all employee Annual leave forms, Sick leave forms data.

· Ensure all eligible employees are enrolled under Employee state Insurance/Provident Fund etc. 

· Manage all kind of MIS reports on weekly and monthly basis.

· Conduct exit interview & processing the Full & Final Settlements

· Responsible for cascading information to all the employees on various org. policies, refreshers etc. & managing day to day HR line functions 

· Maintain employee database; comprehensive employee census and track personnel information.

· Prepare and send the exit check list for employees who have resigned and arrange exit interview


Employee Relations

· Employee Query Management and Grievance handling -Single point of contact for all queries. 

· Ensure effective & smooth execution of employee engagement activities like sports, cultural event, family day etc. 

· Provide Counseling and Guidance cell support to Managers in case of disciplinary issues. 

· Responsible for handling Payroll processing, ensure timely distribution of salaries to all employees. 

EMMAR Enterprises (Overseas Recruiting Consultancy) Mumbai, India
Accountant 





Nov 1996 – Jun 2004

· Provide consultancy service to staff and management on a range of HR issues. Maintain and update applicant database

· Arrange pre-employment medical examinations for selected candidates

· Prepare and issue relevant contractual agreements to selected candidate

I hereby declare that the above mentioned particulars are true to the best of my knowledge.

