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SABARI

SABARI.360439@2freemail.com 

OBJECTIVE: Seeking a managerial position in administration/human resource where I can leverage my soft and hard skills to progress further in my career and making a positive contribution to my future employer.

PERSONAL INFORMATION

Nationality:
Indian

Gender:
Male

Date of Birth:
November 19, 1989

Civil Status:
Single

Language:
English / Malayam/

Hindi / Tamil

Visa Status:
Employment Visa

HUMAN RESOURCE MANAGEMENT

Manonmaaniam University (Tamil

Nadu)

Courses taken; International Marketing, Operational Product/Service Delivery, Managerial Accounting, Financial Modeling, International Human Resource Management, International Business Strategy and Management Dissertation.

BACHELOR OF ARTS - ECONOMICS

University of Kerala (India)

Studied business administration particularly studied human resource procedures incorporated within[image: image6.jpg]


 multinationals and developed deep knowledge though learning materials, case studies, surveys, [image: image2.jpg]
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 Circulation of Administration in Different Parts of Organization, How HR/Admin related Decision Making works in an organization.



RAKPRECAST / TOWERS TECHNOLOGY CONTRACTING LLC – UAE (2015 – present)

A Manufacturing company which manages specialized projects and is involved in the manufacturing, supply and service of products for Industrial & commercial projects, dealing with a network of international and local suppliers.

ADMIN ASSISTANT

· Processing of payroll for the non-staffs working in the company.
· Calculation of the accrued leave entitled days & annual leave salary for the non-staffs.
· Handling the insurance coverage for the employees working in the company.
· Processing of the invoice received from the suppliers to the accounts department without any kind of delay on a monthly basis.
· Preparing & maintaining the manpower report of different departments/projects.
· Dealing & handling the employees who are facing some kind of difficulties by myself & try to find out the solution in the best possible way with immediate effect.
· Helping the manager in visa processing (new application, renewal & cancellation).
· Arranging the medical & biometric capturing for the newly arrived & old employees.
· Controlling & issuance of stationary items to various departments & also maintaining a updated track of that.
· Updating of timesheets for the non-staff on a daily basis.
· Gaging with other activities as per Managers instruction.
MUTHOOT FINCORP (OCTTOBER 2014 – MARCH 2015)

Part of safety wing at KELTRON for learning & understanding the precautionary measures needs to be taken to eliminate any kind of danger in working hours.

SKILLS / AREAS OF EXPERTISE

· Advanced negotiation skills.
· Critical Reasoning
· Ax Dynamic Process 2012 R3, Gallant, Syros.
 Exceptional  time  management  skills  with  a  proven  record  of  meeting  deadlines  in

a  resource constrained environment.

· Effective communicator with good interpersonal skills.
· Keen sense of willingness to adapt to changing scenarios.
· Can mingle & adjust with different cultures.
REFERENCES:  Available upon request.

I hereby declare that the above statements furnished are true to the best of my knowledge.

