RESUME

Syath

H.R. & Administration Department,

Syath.370873@2freemail.com
________________________________________________________________________

EDUCATIONAL QUALIFICATION

Master of Business Administration             (To be completed in 2018)

(Human Resources)                                      University Of Madras-South India
Bachelor of Science (Mathematics)  
University Of Madras -South India.

SPECIFIC KNOWLEDGE AND SKILLS

1. Diploma in information 

And System Management.
MS-Word, MS- Excel, MS-Access, 







MS- Office’ 2000, Win’2000, Win’98







Fox Pro

2. Diploma In Relational Database 

    Management Systems


Oracle V 7.1 with Developer 2000

3.  Typewriting in English


40-45 (w.p.m)

4.  Languages Known



English, Hindi, Arabic, Malayalam & Tamil

TRAINING

CONTRACTOR:    ABUDHABI NATIONAL HOTELS - COMPASS
	       COURSE/AREA
	               PLACE
	   PERIOD/DURATION

	Fire Fighting Training and H2s training


	NPCC - MUSSAFAH


	26-02-2001



	Safety Induction Training
	GASCO - ASAB
	27-10-2002

	Basic HR Course
	NADIA
	12-07-2016


WORK EXPERIENCE

COMPANY:  United Precast Concrete Dubai L.L.C.-Dubai
1.  H.R. & Administration Dept Head Office, Dubai – U.A.E

Position : H.R.Officer / Recruitment Incharge (August’2007 to Till Date)

Main Duties(Recruitment)
Prepare Advertisement format, Contact newspaper company regarding quotation and publishing the ad.


Shortlist CV’s and forward to respective dept Head for approval.


Call approved candidates for interview and arrange interview with dept Head.


Prepare list of overseas employees selected by dept. Head. Follow up and update their visa status and joining detail. Prepare weekly recruitment status and candidate joining report. Record all the CV’s received by email, post and fax.

Main Duties(Selection)
Prepare employment contract for selected employees.


Liaise with the employee for further acceptance and joining details.


Arrange for relocation of the employee if outside UAE which includes arranging air ticket/ PTA and Hotel reservation. Update accounts dept about new employee. Prepare joining report and give HR induction to the employee at the time of joining.

Main Duties(Employee Record)
Prepare employee files. Follow up with employees for submission of required documents for filing. Create each employee Badge No.


File each and every documents of HR dept in respective files. Update employee contact phone list. Prepare Official letters for employee. Prepare notice of new joined, promoted and leavers in beginning of every month.

Main Duties(Employee Benefits)Advise employees about their leave details. Provides details of Number of leaves remaining on each leave form before sending it for dept head signature. Prepare service and salary certificate for the employee. Arrange bank account for new joined staff and provide salary transfer letter to the bank. Prepare employee of Month and Year Certificate
Insurance
Prepare medical insurance for new joined employee. Send, Update and follow up claim reimbursement for medical insurance.

Visa
Prepare and update visit visa employees record and check date of visa expiry to update PRO accordingly. Forward new application for employment visa to PRO. Forward cancellation application to PRO. Forward all the original passport and photograph of new joined employees to PRO for preparing residence visa. Arrange to get passport for the employee leaving for vacation and forward passport to PRO for joined employees. Update list of new joined employees with visa received and follow up with PRO for pending visas. Forward received visas to recruitment agency
CONTRACTOR:  ABUDHABI NATIONAL HOTELS - COMPASS
2. ADNH - Human Resources Dept Head Office, ABUDHABI – U.A.E

Position : Human Resources Asst / Clerk (Oct’2003 to Aug’2007)

Main Duties
Handling various matters related Personnel and Administration, such as Maintaining Database of Personnel records, and handling employee queries and coordinating with PRO on timely renewals of  Staff visa and new staff . Primarily responsible for screening resumes and calling candidates for interviews and coordinating line interviews. Send Interview feedback to applicants, maintain resume database and results of interviews and Staff Medical and Arranging Emergency Medical Treatment and Make visa Medical New Staff and Renewal Visa and keeping database of Medical and visa validity for all staff,  handling couriers and sending official emails and Internet accessing also.

3. GASCO - ASAB  (U.A.E)

Position :  Secretary (Oct’02 – Oct’ 03)

Duties
Letter Drafting, Making memos and Letters, Sorting out all the correspondences and action accordingly. Answering for the letters which comes from the various clients, Updating the Staff list and taking inventory and follow up.

4. NPCC - MUSSAFAH, U.A.E 

Position :   Secretary  (June’00 To Oct’02)

Duties 
Attending the phone calls and Maintaining the staff movement and vehicle movement. Arranging the offshore training courses for the staff, and preparing the time sheet for the staff and preparing weekly and monthly reports from the site

5. Crescent Matriculation Hr. Sec School – India

Position : Computer Operator (June’96 –Nov’99)

Duties
Maintaining Student files, Preparing Salary list for the Staffs.

PERSONAL DETAILS

Nationality / Religion

Indian/ Muslim

Marital Status


Married

Visa Status


Employment Visa


License


Valid U.A.E. Driving License

