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HR and Admin Executive
Career Summary
· More than 10 years of experience in HR and Administrative works.

· 7 years of GCC experience.
· 2.7 years of Experience in Qatar Petroleum project at Ras Laffan industrial City Qatar.

· 2.2 Years of experience in ARAMCO project at Rabigh Refinery Saudi Arabia.   

· 6 years of experience in Employee welfare, Transportation, Accommodation, Recruitment and Employee database management.
· 4.5 years of experience in Office Administration and Coordination.

· Well Knowledge in IT field.

· Knowledge about Industrial and Construction Safety. 

· Hard working, Goal oriented, Dependable and reliable in supporting and enabling team effort to produce authentic long-term sustainable development.

PROFESSIONAL EXPERIENCE

Al Hazmi Group (Oct 2006 – Jan 2017)

Mohammed Ibrahim Al Hazmi sons Co. Ltd is a Multinational company based in Saudi Arabia. Business divisions: Constructions, Real Estate, Business Investments, Oil field Supplies & Services, IT Solutions, Manpower, International Trading, Water Desalination units, Automated bakeries and bakery equipments.

Al Hazmi Co. For Aluminium

HR and Admin Executive, Jan 2013 - Jan 2017 

Location: Doha, Qatar and India

Major Job Responsibilities:


· Sourcing talented candidate from internal database, job portals and other agencies. 

· Arranging interviews and capturing feedbacks. 

· Maintaining Attendance & Leave Record of employees across all locations. 

· Salary & Full and Final Settlement processing based on the attendance records. 

· Maintaining Employee database & Personal file of employees. 

· Reminder management of Insurance, Labor Card, Passport, Driving License and other employee related documents. 

· Planning and designing employee welfare programs. 

· Updating career details with all departments. 

· Issuing Letters. 

· Conducting the Separation formalities. 

· Conducting employee engagement activities. 

· Pre-joining formalities. 

· Handle allocations of rooms for new coming workers. 

· Keeping updated records of all labors staying in accommodation. 

· Conduct a periodic maintenance for the camp. 

· To make sure that food is cooked under hygienic conditions. 

· Ensures timely ordering and maintenance of inventory of all camp supplies, tools, and equipment necessary for the maintenance and operation of the camp facilities. 

· Provide the management with the monthly reports which reflect camp's activities. 

· Updating all vehicle status and locations. 

· Arranging vehicle for work site, Guests and other pickup and drop. 

· Updating and filing all Vehicle documents like registration, insurance and fitness certificates. 

· Ensure periodic vehicle service and maintenance. 

· Setting and updating reminder for registration, insurance, fitness, driving license, Mukhalafa and periodically vehicle services. 
· Control Drivers log and Mukhalafa.
Al Hazmi International
Assistant HR Admin, May 2010 – Dec 2012 

Location: Doha, Qatar 

Major Job Responsibilities:


· Employee Attendance Management.

· Personal Database updation. 

· Updating career details with all departments.

· Arranging Accommodation for guest and staff.

· Arranging transportation for workers.

· Daily transport status updation

· Ensure periodic vehicle service and maintenance. 

· Setting and updating reminder for registration, insurance, fitness, driving license, Mukhalafa and periodically vehicle services. 
· Control Drivers log and Mukhalafa
· Receive and prepare requests for employee-related documents such as salary certificates, salary transfer letters, pay slips, ID cards, staff discount cards
· Provide administrative support to different departments.
 Al Hazmi Real Estate and Construction Company

 Office Administrator, Oct 2006 - Apr 2010
Location: KSA (Oct 2006 – Dec 2008) UAE (Jan 2009 – Apr 2010)
 Major Job Responsibilities:

·    Receiving all incoming mail including letters memorandums, reports and written comments from Departments, Contractors & Consultants companies and distributes to concerned Departments.

·    Maintaining all the documents, registration and filling system including all technical correspondence and reports.

·    Making routine software backup on pc and keep electronic/manual register for all departments’ correspondence.

·    Carry-out other secretarial duties such as preparing bookings, leave/duty forms, and timesheets, maintaining stocks of office stationary, preparing requisitions and purchase orders as necessary.

·    Organizing travel arrangements for staff.

·    Coordinating and organize appointments and meetings.

·    Assisting with event planning and implementation.

·    Price management.

·    Assisting purchaser to make purchase order.

·    Assisting IT support.

·    Updating and follow-up with employees on pending assignments and delegated tasks to ensure progress to deadlines.

·    Supporting Payroll department.

·    Maintaining internal procedures to ensure consistent performance of routine tasks and duties assigned. Compose correspondence/reports for own or manager’s signature and final disposal.

·    Arranging essential mail in priority action order for Reporting manager. Research draft or abstract reports as and when required on the directives of manager. Maintain calendar; ascertain which events require Managers presence

·    Studying and reviewing company or department procedures, systems and sharing portal updating.

Accademic Qualifications

· B.com (Bachelor of Commerce from Bharathiar University)
· Diploma in Business Management (HR) from Albedo International School of Business Management Aug 2006 
· Plus Two from SDS college Cherpulassery, Under Kerala board of examination in March 2003

· SSLC from MHSS Thirurkkad, Under Kerala board of examination March.2001

Technical Qualifications

· Occupational Safety and Health Administration from US Department of Labor July 2009.

· Diploma in I&C Safety Engineering (Dubai Municipal Standard) from CFG (NFPA Member) June 2004
· Diploma in Computer Applications from Software Solutions Integrated Limited (SSI) February 2003.
· CCNA (Cisco Certified Network Associate) from Cisco May 2011
Language Skill

· Malayalam   
-  Mother Tongue

· English, Hindi   
-  Able to Speak, Read and Write  

· Arabic

-  Able to Read and Write

           Personal Details  


Age



:
31 Years


Date of birth


:
6th April 1985


Sex



:
Male


Religion


:       
Islam 


Nationality


:
Indian



Marital Status


:
Married

                          Passport & Visa Details

Date of Re Issue  

:
16-04-2013

Date of Expire


:
15-04-2023

Place of issue


:
Malappuram

Visa Type


:           Visit/Transits

Date of Issue


:
29-01-2017

Date of Expire


:    
08-05-2017 

 Declaration

      State that all the particulars given above are true to the best of my knowledge and belief.

 Date: 21-03-2017








              Place: Abu dhabi
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