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Mr. Ismail  
Email ID:  ismail.336941@2freemail.com 
Profession:    Data Entry Operator / Clerk        (with 5 years Experienced)

                            HR- Officer                                           (with 12 year Experienced)       

CAREER OBJECTIVE

-----------------------------------------------------------------------------------------------------------------

To demonstrate and boost my flexible knowledge and potentials in a company that provides different job opportunities.
QUALIFICATION

-----------------------------------------------------------------------------------------------------------------

· Extremely knowledgeable person with extensive experience.

· Hardworking and responsible person.

· Knowledgeable in Microsoft Office like Word, Excel and MS Access &PowerPoint.
EDUCATION

-----------------------------------------------------------------------------------------------------------------

· Secondary School from Educational Dept. Kerala – India

· Higher Secondary from Calicut University, Kerala – India

· Bachelor of Arts from Calicut University, Kerala     - India

EXPERIENCE

-----------------------------------------------------------------------------------------------------------------

· Data Entry Operator

              February 2000- January 2004
              Fathima Trading Company

· Accountant assistant

      February 2004 – December 2004
      Fathima Trading Company
· Granite Construction Company

January 2005 – up to present

HR – Officer 

HR – Department.

J O B    D E S C R I P T I O N 
1. Responsible for releasing passport for Emergency / Annual leave purpose.

2. Responsible for receiving passport after vacation return employees.
3. Attendance update / leave & vacation return, updating the master data.
4. Generating Employee codes.
5. Updating the system with passport details, visa stamping of new and old employees.
6. Updating the system with details of medical insurance card, Emirates ID Card.
7. Scanning & uploading of documents and photos.
8. Preparing duty resumption, experience Certificate, salary revision letters etc.
9. Passport Control

10. Document Control

11. Filling all the necessary documents in the Employee file.
12. Allot employee number to new employees in co-ordination with IT.
13. Update date on the payroll of new Employees
14. Disbursing Insurance Cards, Emirates Id Cards etc. to the Employees.


15. Collection of settlement from accounts for Annual/Emergency leaves employee and its clearance.
16. Preparing daily arrival report and sending to Accounts.

17. Co-ordination and arrangement of deporting Resigned / Terminated employees.

18. Updating of cancellation employees

19. Updating of Visa Monitoring Report

20. Attending telephone calls and its services.

21. Receiving incoming mails and fax services.

22. Customer service dealing with employee’s issues / requirements and helping in resolving them with Accounts Dept.
23. Co-ordination and arrangement of Security passes and disbursing at site.
PERSONAL DATA

-----------------------------------------------------------------------------------------------------------------

Gender


:
Male


Date of Birth


:
15/03/1974







Marital Status

 
:
Married


Nationality


:
Indian


Language spoken/written    :
English, Arabic, Hindi & Malayalam

             Religion                                        :            Islam

             Visa Status                                   :            Employment Visa

             Place of Issue                              :            Abu Dhabi

Declaration
-----------------------------------------------------------------------------------------------------------------
 I hereby certify that the above mentioned data are true and correct to the best of my knowledge and belief.

