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 SYED


Dbai - UAE

Email id- syed.337802@2freemail.com 








Date of Birth :  02 – 03 -1963



	A result oriented professional with 25 years experience in Dubai (HR, Personnel and Administration &  Executive Assistant)


	HUMAN RESOURCES/PERSONNEL ADMINISTRATION


	· Manpower Planning
	· Commercial

	· Recruitment and selection 
	· Licencing 

	· Organization of Interviews
	· Arranging All Kinds of visas

	· Arranging Induction & Orientation
	· Personnel and Administration 


	Professional Experience
	25 years In Dubai

	Qualification
	M. Com., from Madras University


WORK EXPERIENCE
M/s. Sadaf Design & Artwork Co LLC

From 4 June 2016– Present 

Designation 
:
 HR & Administration Executive 

M/s. Emirates Trading Agency LLC


From 1 Jan 2014 – 31 May 2016

(Power Projects Division) 



(2 ½ years)

Talent Acquisition & Management 

· Managing the complete recruitment life cycle for sourcing the best talent 

· Preparation of MRF and Job Description

· Advertise job opening, Conducting initial interview, screening and scheduling the potential candidates to Project Managers for further Technical Interviews 

· Negotiating the offers, preparation of Job offer letter for new recruits.  

General HR Roles 

· Manpower planning in consultation with Project Managers

· Cost allocation of the Staff to the respective projects

· Advising Staff Related Cost /Labour Related Cost (SRC/LRC) 

· Updating organization Chart

Induction and on-boarding

· Assisting new recruits for Appointment Order, Employment Visas and Medical  

· Arranging OK to board, travel management, accommodation and induction 

· Introducing the new employee to the respective Managers/Supervisor

· Coordinating with IT Team for Staff ID and Email id

Personnel & Administration 

· Advising and educate the staff on HR Policies 

· Maintaining Employees Confidential Files (ECF) and related documents 

· Managing transfer, promotion, salary revision, grade change etc.

· Preparation of promotion, probation confirmation, increment, Salary certificate, salary transfer, relieving, experience and NOC letters

· Monitoring Work permit and Residence Permits of all new and existing staff

· Maintain Sick, emergency, annual leave and rejoining reports

· Coordination for visa renewal and cancellation

· Arranging tickets for new joining, repatriation tickets and passport release 

· Identifying the training program, advising venue, nominating the trainees.

· Preparation of Monthly Pay outs, staff strength and attrition details 

· Collecting monthly attendance for absence, sick/medical leave.

· Arranging foreign visas, tickets and hotels for business trips. 

· Arranging Exit Interviews for employees leaving the organization 

M/s. Emirates Trading Agency LLC


From 11 Dec 1991 - 31 Dec 2013

(M & E Division) 




(22 Years)

Designation 
:
Executive Assistant
Administration 
· Provides administrative support and performance numerous duties, including scheduling, writing correspondence, emailing, handling visitors, routing callers and answering questions and request.

· Scheduling and management of Executive Director’s diary both internally and externally.
· Attending telephone calls screen and direct them accordingly.
· Review all expenses/travel request/expenditure/leave request and ensure that it is in line with company policy before presentation to ED for review/approval

· Prepare the Travel expenses claim for Executive Director/Senior Management

· Assist in preparation of documents for meetings with Clients/ Consultants/MC.
· Arrange foreign visas and making travel arrangements.

· Coordination for renewal of Trade/Industrial Licence. 

· Organizing, preparing and attending to all assigned administrative duties ensuring that works are error free
Driving Licence


:
Light Vehicle Valid till 18/03/2021

Visa Status



:
UAE Residence Valid Till June 2018

**************

