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Career Objective:
To succeed in an environment of growth and excellence and earn a job which provides me job Satisfaction and self-development and help me achieve personal as well as organization goals. Also to be involved in work where I can utilize skill and creatively involved with system that effectively contributes to the growth of organization

Professional Experience/Dossier
Organization

 
: Speedy International Asset Services ER LLC, Abu Dhabi, UAE
Designation

 
: HR Executive – Operations
Period


: February 2014 to Till Date

Key Responsibilities
· Conduct full recruitment cycle of interviewing candidates and consulting with internal hiring managers, developing contacts with recruiting sources for the onboarding and orientation
· Responsible for the preparation of documentation - Offer letters, Promotion/transfer letters, bank letters, confidential letters whilst maintaining organized record filing system 
· Responsible for handling all worker related enquiries and grievances - leave approvals, document requisition, Exit formalities, etc.

· Responsible for maintaining and providing medical Insurance and related documentation for all employees across the company.
· Manage and schedule the employee rotation roster on monthly basis

· Manage and guide the Camp administrator for employee accommodation and welfare
· Manage and schedule all training activities for all employees in-house and 3rd party

· Provide active support on accounting and payroll related activities
· Good Knowledge of UAE Labor Law and dealing with Consulates/Embassies for various issues
· Liaise and support PRO works with Sound working knowledge in Public Relations - CICPA, LOA, Optima, Medical approval
· Maintain knowledge of industry trends 

Professional Project Experience

Organization

 
: SIX CONSTRUCT
Designation

 
: Admin Officer (Camp Management)
Period


: September 2011 TO Jan 2014

Responsibilities at SIX CONSTRUCT

· Managing camp of 7000+ employees (Labor & Staff)

· Maintaining their Occupancy report supporting to the monthly Invoices. 

· Preparing the supporting and Justifications to the Invoices for the accounts Payable process.

· Maintaining and providing documentations, filing process, employee rosters, food arrangements
· Interacting with various sites and project managers for the transfer letters.

· Ensure the Employee Relation activities like Medical Assistance for the employees in camp, Security related Issues, Safety and tool Box talks, Problem related to Payroll, Leave, Conflicts between employees and supervisors. 

· Handling Patty Cash for Emergency Medical Expense, Visa Medicals Emirates ID Applications and other expenses.
Professional Project Experience

Organization

 
: SM InfoTech 

Designation

 
: Desktop Admin (L1 Support)
Period


: Dec 2009 to July 2011

Responsibilities at SM InfoTech:

· Installation of New Desktops, Servers & Laptops
· Installation of Windows O/S & Application (Win XP, WIN2000, WIN SERVER 2003, VISTA)
· Installation and supporting Network printers, managing print servers
· Configure & Troubleshooting various software and application 
· Maintaining asset, sales and service records
· Support Customers in live & also Over Call
Professional Project Experience

Organization

 
: Wipro InfoTech 

Project


: ACES (Automation of central excise and service tax) 
Designation

 
: Helpdesk Engineer (L1 Service Desk)
Period


: Dec 2008 to Dec 2009 

Responsibilities at Wipro InfoTech:

· Supporting The aces.gov.in Website (Customer End)
· Logging the complaint through HP Openview
· Following the calls and responding the customer with the correct solution. 

· Co-ordinate with helpdesk support
· Generating daily reports
Educational Qualifications
1. Executive Master's Program In Business Administration (Business Administration)

IIBMS (2014) – Mumbai.

2. Diploma in Electronics and Communication Engineering.

Sairam Polytechnic College (2008), Chennai.
Personal Details:
Date of birth


:
6th July 1989
Marital status

:
Married
Nationality


:
Indian

Languages


: 
English, Hindi, Malayalam, Tamil, Urdu

Hobbies


: 
Riding Bike, Working with Computers.
)
