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CURRICULUM VITAE 
Prabin
Prabin.348423@2freemail.com  
   Objective:
To work in a reputed firm to gain relevant experience and expertise to enable myself to deliver the company with what it expects from me and at the same time to achieve the pinnacles of my goals by utilizing my talent.
Area of Expertise:
	· Payroll Management

	· Employee Data Base

	· HR Works Software & Excel Sheets
	· Time Management / Attendance

	· Day to Day HR Reports
	· HR formalities & Documentation


Career History in United Arab Emirates: 
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MLS FZ LLC / Safecage Armour Works FZ LLC






Designation: HR Coordinator


March 2015 – November 2016
Ras al Khaimah, UAE

Responsibilities:

· Ensure Offer letters and Terms & Conditions of Employment are shared with the new joiners and acknowledged on their first day of joining as well as each employee has personnel file created on the first day with all relevant documents as per the Employee File Checklist.
· Follow-up with PRO on overall process of employment visa issuance / cancellation and employee arrival and departure.
· Deal with employee requests regarding human resource issues, rules and regulations and issuing Probation confirmation letters
· Ensures information of all staff is correctly and regularly updated – Medical Insurance card number, Visa and Passport Details, Emirates ID, Blood Group, Emergency Contact.

· Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications.

· Prepare Weekly over time & attendance report for Payroll and Finance reconciliation.

· Coordinate with External Travel Agents to book overseas employees Air Tickets.
· Prepare documentation required to assist employees to open salary cards / bank accounts & HR letters (Salary Certificates, Address Proof letters, warning letter)
· Employee’s Medical reimbursements and Workmen Compensation.

· Manage & calculate the leave records (Annual, Sick, Maternity and Compensatory leaves).

· Address disciplinary or performance issues by creating and communicating it through an Incident report.

· Ensure all approved cash advance forms are shared with HO HR for recording the same.

· Ensuring Exit Checklist is signed by respective Department Managers and Company Assets are returned by the exiting employee & Exit/ termination process by sharing the input as per the EOSB requirement.
Career History in India: 
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Tillit Trading Pvt Ltd
Designation: Marketing Analyst

April 2014 ​–Nov 2014








Location: Kerala, INDIA

Responsibilities:
· Interacting with Clients on day to day basis via Call and E-Mail regarding the services 
· Provided and build-up the relation with the clients.           .
· Meet the clients to ascertain marketing goals.
· Create databases and capture market data.
· Working on MS Office on daily basis.
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Axis Creative Brand solutions Pvt Ltd
Designation: Accounts Executive
 
June 2013 –Dec 2013
Location: Bangalore, INDIA

Responsibilities: 

· Contacting and following up with clients for any queries regarding the advertisement 
       Provided.

· Working on MS Office on daily basis.
· Interacting with Clients on day-to-day basis via Call and E-Mail to tackle and build-up the relation with the clients.
· Discussing/Resolving Queries with Clients/Vendors on services offered by the company.
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Classic Richmond Service Apartments
Designation: H R EXECUTIVE

Nov 2011 – April 2013
Location: Bangalore, INDIA
Responsibilities: 
· Contacting and following up with clients for collection process.
· Preparing daily, weekly and monthly reports on Payroll, Handling Employee Database,

         



Leaves and Attendance Management.
·    Working on MS Office on daily basis.
· Interacting with Employees on required basis via Call and E-Mail to maintain the proper database and record of the respected staff.
· Coordinating with different departments for any additional information required.
Education: 
	Degree
	Institution/ University
	Year

	MBA in HR & Marketing (Anna University of Technology, Coimbatore)
	Dr. N.G.P. Institute of Technology, Coimbatore, Tamil Nadu
	2011

	Bachelor of Commerce (Calicut University)
	MES College, Ponnani, Kerala, India
	2008

	 Class XII 
	Mookhuthala Govt. Higher Secondary School, Kerala, India
	2004

	 Class X 
	Sarvodayam Higher Secondary School Aryampadom, Kerala, India
	2002


Certifications:
· R12 Oracle Marketing Fundamentals

· R12 e-Business Suite Essentials for Implementers

Technical Knowledge:
· Operating System: HR Works, Windows, MS DOS
· Application Tools: MS Office, Tally.
Interests:
· Sports

· Music

· Gyming
Personal Profile:
Date of Birth


: 26-09-1986

Marital Status


: Married
Nationality


: Indian

Languages Known

: English, Malayalam, Hindi & Tamil

Visa Status


: Visit Visa (Until 5-05-2017)
Declaration:
I hereby declare that what is stated above is true and correct to the best of my Knowledge and belief.
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