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Career Objective
	A highly focused and dynamic HR professional with a short yet diversified experience of 3+ years of delivering best practices across a variety of Human Resource Management and Administrative and Document Controller functions; added with extensive knowledge of applicable labor laws leveraged in developing approaches that drive attainment of organizational objectives. Presenting creative, innovative and forward thinking leadership for advancing efficiency of critical business processes.

Seeking an enduring position with a progressive organization wherein accrued skills and expertise can be effectively utilized to achieve organizations strategic business and HR goals.
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SKILLS
· Human Resource Management, Administrative Management, Policy Compliance, HR Operations
· Recruitment & Selection, Payroll, Performance Evaluation, Training, Employee Relations
· Document Control, Data Entry, Archiving, Document Log Register, Document Management Systems & Controls

· Procurement, Petty Cash Management, Vendor Negotiations, Asset Maintenance, Operations Management  

· HR Budget, Compliance Review, Presentation/ Report Generation, Standardizing Policies & Procedures

· Multi-Tasking, Prioritizing, Time Management, Organization, Conflict Resolution, Labor Laws 

· Communication & Interpersonal Skills, Analytical & Problem Solving, Team Building, Coordination
· Accounting Skills, Petty Cash, Schedule of Petty Cash,Momos,General Entry, Cash memos

· Leadership, Supervision, Motivation, Ability to work under Pressure, Attention to Detail
· IT Skills: MS Office, MS Windows, ACONEX, Internet Usage & E-mail Applications
· Language: Fluent in English, Arabic, Urdu, Hindi & Punjabi
PROFESSIONAL EXPERIENCE

Administrator/ Document Controller
January 2016 – March 2017
A & P Group of Companies, Oman
A&P group of companies operating since early 70’s  is a reputed industrial and infrastructure development organization boasting landmark MEP projects across different sectors such as airports, hospitals, sports facilities, rail, hospitality, power distribution, district cooling, military, residential, commercial, industrial and educational facilities across Middle East and North Africa Regions.

Key Responsibilities:

Human Resource Management:

· Conceptualizing policies, structures and work-flows pertaining to HR in the light of elements like UAE/Omani labor law, core business strategy and overall organization’s vision.
· Serve as an escalation point for personnel and employee relations issues and provide guidance and intervention, as needed, to resolve personal and professional issues.

· Enrolling new employees into the system, prepare file for the new employee, update the new joiner details on the tracker, ensuring appropriate documentation

· Dealing with all employees requests for the documents for onboarding, resignations, terminations, end of contract and probation, Control Visa processing activities, communicate with PRO's and employees.

· Mange a busy calendar of the dept/division head that includes but not limited to coordinating meetings, appointments, interviews, travel and accommodation bookings.

· Handling entire operational remit for recruitment i.e. from cataloging job descriptions, sourcing resumes, scheduled interviews and drew up contracts up to ensure hiring the best fit.

· Leading high quality payroll administration by maintaining a comprehensive attendance register and updating systems with details such as timesheets, overtime, transfers, promotion, bonus, leaves and exit.

· Establishing skill matrix with index of minimum acceptable performance; conducting annual performance assessments for subordinates to identify areas demanding improvement/ appreciation.

· Spearheading a variety of initiatives, trainings, workshops and programs entailing a culture of continuous improvement as well as sync employee performance with overall organizations strategic vision.

· Organizing all documentation involved for exit of employee, facilitating exit interviews and calculating final settlements as per standard operating procedures and labor law. 

Administrative Management:
· Managing office records and archives by defining procedures for retention, protection, retrieval, transfer, and disposal of records.

· Ensuring office efficiency by planning the maintenance of office (IT) systems, stationary, supplies and office equipment.

· Maintaining a record of all incoming and outgoing claims, forms, requisitions that requires dept/division head endorsement or action.

· Assigning clear duties and accountabilities to reporting staff, following up on their work results and manage their performance, training discipline etc.
· Judiciously handling the petty cash; facilitating timely payments for various expenses incurred and supplementing such payments with requisite documents/ approvals as per standard operating procedures.

· Providing comprehensive service to business by systematizing the employee airport pickups, accommodation, facilitating visa, license including passport renewal as well as moderating vehicle insurance effectively and efficiently.

· Managing the procurement function for office supplies – exploring vendors offering competitive quotations and best in class quality; approving/ renewing contracts based on their performance and integrity.

· Maintaining office furniture and equipment in the supreme conditions; scheduling corrective/ preventive maintenance to safeguard and ensure their operational efficiency at all times.
· Answer and direct calls accordingly, answer any telephone queries, Book meetings, greet visitors, order lunches as required, co-ordinate and book travel arrangements and plan itineraries as required.

· Managing and coordinating of vehicles and personnel transport systems.
·   Coordinating outgoing mail, couriers and faxes, assisting with meetings and special events as required.
Document Control:
· Operating ACONEX for administering the document management activities; ensuring fast and efficient identification, recording, tracking and retrieval of all technical, commercial and project documentation.

· Instrumental in reviewing documents for accuracy, completeness and ensured that they are labeled, status indicted and routed as per agreed distribution matrix as well as organization’s document control policies and procedures.

· Conducting spot checks jointly with QA/QC teams to ascertain efficiency of document management systems; generating reports thereof and presenting them to senior management with inputs for process enhancements.

· Fostering an environment of highest quality standards while ensuring all document logging, controlling, maintaining and archiving activities conform to highest quality and document management standards.

HR Administrator 

           June 2013 – August 2015

Diet Watchers Co, Riyadh – Saudi Arabia
Diet watchers is a 13 year old company, offering health and nutrition solutions. Boasting a team of qualified nutrition consultants, presenting customary dietary program through a wide selection of healthy products complementing a healthy lifestyle.   

Human resource and administrative Management

Key Responsibilities:

· Responsible for operational delivery of HR services/ support to employees at all levels; striven to establish an efficient and effective Human Resource Management function in the organization.

· Expedited the recruitment function – authored clear and concise job openings, sourced resumes, conducted reference/ background checks, facilitated interviews including on-boarding to ensure recruiting quality talent.

· Developed and maintained HR databases and closely monitored employees probationary periods, their anniversaries, awards due while remediated issues by applying functional expertise for enhancing quality of HR environment.

· Systematized communication system by channelizing mails/ messages/ calls to respective department; interlinked between management and staff to ensure smooth running of business operations. 

· Displayed exceptional communication and administrative proficiency by receiving/ screening visitors, answering calls and clarifying requests/ information in the most professional and courteous manner.

· Provided strong back-end support by making travel arrangements, participating in meetings, preparing agenda/ minutes and circulating all memos/ notices/ newsletters among the staff as directed by management.

· Representing key point of contact for all HR related queries/ issues; adopted best HR/ business management practices and organizational policies to resolve operational issues.

· Generated periodic reports/ documents that involve compilation of critical business data and regularly presented the same to senior management for tactical decision making.

· Prioritized assigned tasks to meet multiple deadlines; routinely updated seniors on various office/ HR issues along with recommendations on process enhancements.
Accounting Management 
· Calculating and checking to make sure payments, amounts and records are correct.

· To establish and maintain fiscal files and records to document transactions, allocate cash to different departments / divisions and ensure that the direct staff complies with it.

· To manage accounts payable (bill payments, salaries, petty cash etc.) and receivable through cash / cheque / voucher in a timely manner.

· To prepare bills like electricity, water, telephone, rent, insurance etc.
EDUCATION
Lovely Professional University – India 
MBA in Human Resource Management (2012)
Project Accomplishments: Successfully completed MC MRO and CARGO Muscat International Airport Project 

Lovely Professional University – India 
BBA in Administration (2010)

PERSONAL INFORMATION
· Nationality: Indian
· Date of Birth: 17th February 1988
· Marital Status: Single
· Visa Status: On Visit Visa in Dubai

· Visa expiry: 20 July 2017

· Hobbies: Travelling, Listening Music & Reading
