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CURRICULUM VITAE
SURESHKUMAR 
SURESHKUMAR.334615@2freemail.com 
CAREER OBJECTIVE

To be apply my valuable Human Resources Supervisor capabilities and progress to property Human Resources Manager Level.
PERSONAL DETAILS

Date of birth                          : 03.05.1979

Nationality                             : Indian

Languages Spoken                : English, Hindi, Tamil

EDUCATIONAL QUALIFICATION

· B.A Degree
· Diploma in Hotel Management and Catering Technology

· Diploma in Computer Application
WORK EXPERIENCE

JUMEIRAH BEACH HOTEL (HUMAN RESOURCES)
Office Assistant from2006 July to 2009 July
· Dealing with Emirates ID Cards 

· Maintaining the  Documents and Filing

· Maintain and update colleague’s notice board such as colleague birthdays, vacancy list, memos, latest inform from other SBUs, guest comments
MADINAT JUMEIRAH (HUMANRESOURCES)
Administrator August 2009 to 20011 August

· Process new, lost and expired IDs, name badges nextcare cards. Ensure new joiners have their ID card within 3 days.

· Coordinate with accommodation Manager regarding request for accommodation transfers or live-out request.

· To carry out regret letters, visa application, change of bank account, salary certificate, service letters and others request efficiently and accurately.
· Maintain and update colleague’s notice board such as colleague birthdays, vacancy list memos, latest inform from other SBUs guest comments.

· Internal applications are tracked, sent to various department / SBUs regret letters for unsuccessful application are sent accordingly.

· Maintain the annual vacation balance report and ensure that reports are issued to HOD on a monthly basis.
· Maintenance for HR attendances, and vacation plan, and duty roster for the Human Resources team.

· Handles payroll inquires fro colleague and coordinate with the payroll department.
· Ensures the proper tracking and maintenance of lockers.
· Update the payroll attendance and send to payroll. 

JUMEIRAH AT ETIHAD TOWERS (HUMANRESOURCES)
Administrator from 2011 September 2013 October (Preopening)
· To manage the probationary reports, make sure probationary reports are prepared by managers by the appropriate date and returned to the HR and issuing probation completion letter, accordingly.
· To assist and support the Human Resources Manager/Human Resources Assistant Manager in the smooth and efficient running of the Human Resources Division, ensuring that all policies and procedures outlined in the Human Resources Operations Manual are strictly adhere to.
· To be actively involved in the coordination of colleague social events. ( Service Award, Birthday Celebration ) 
· To conduct induction training for new joiners.
· To complete day to day personnel administration in response to requests and action plans.
· To ensure that all in-house rules and regulations are communicated to colleagues and implemented.
· To administer payroll and maintaining colleague records.
· Coordinate employee recruitment process, as appropriate, ensuring search documentation is accurate, consistent and complete. 
· Manage all new joining colleagues and facilitate paperwork and administration processes.

· To manage all personnel procedures with regards to starters, transfers, promotions and variations plus leavers, liaising with the Finance department.
· To be responsible for the security and upkeep of personnel files.
· Coordinate with accommodation for new colleagues.
· To maintain and update the personnel records and the HRIS system when required. 
· To handle Vacation requests and maintaining Vacation Balance Sheet, Screen all PH/Lieu off Forms, Vacation Forms and forwarded to Accounts.
· Coordinated with the Finance for any payroll process.
    NAACHIAR PAPER BOARDS PRIVATE LILITED
   Human Resources Executive from January 2013 to December2014
· Maintain and update the manpower requirement of the contractor and other related departments and send the necessary update schedules on a weekly basis to the concerned heads.. 
· The Offer Letter to be given to the selected candidate and confirms his joining, an Appointment Letter shall be issued which is duly signed by the HR Department. 
· Collecting the Attendance Sheets from departments & Preparing a salary statements.
· Submit the Salary Statements to the Accounts Department for payment in cash or through bank.
· PF Records Maintaining, Challan Preparation, Settlement Preparation, PF Transfer and periodical returns follow-up.

· ESI Records maintaining, Challan preparation, and Records Updating and periodical Returns follow-up.
· Inspector of Factories Records Maintaining, Updating, License Renewal and periodical Returns follow-up.
· Preparing and collecting self-appraisal forms and updating the Management through department heads.

· Filing the appraisal forms in respective files for annual increments.
· Performance management and implementation of HR polices and procedures.
· Monitoring Transfer & Promotions of the employees from department to department.
· Addressing and attending to the employee grievances towards effective resolution within a stipulated time as well as discuss with the Management for intervention if necessary. 
· Maintaining & monitoring drivers’ log books and their schedules.
· Monitoring the Security Guards 

· Maintaining the attendance and issues dealing with the security outsourcing company.
    HOTEL RRINN 

   Human Resources Executive from January 2015 to August 2016
· Coordinate the hiring process form candidate application through to arrival at the hotel.

Manage all new joining colleagues and facilitate paperwork and administration processes.

· Contact all prospective candidates to arrange their interview schedule.

· Arrange for the colleague events ( service award, birthday celebration )
· Arrange for the daily meeting with G.M all department heads.

· Arrange for the department training to all colleagues.

· Handle confidential matters/information with the appropriate level of sensitivity.

· To maintain and update the personnel records and the HRIS system when required. 
· To administrate the colleague time check system and submit the working hours report to payroll before the cutoff date.

· Opening for the new colleagues bank account.

· Update the payroll attendance and process colleague salary to bank.
