[image: image1.png]



Mebu

Mebu.371144@2freemail.com  
SUMMARY                          
To be a dynamic professional, working in challenging environments that would enable me to enhance and utilize my skills and initiate abilities in the field of HR, Admin and corporate sectors successfully, leading to self–development and career progression in the fields of the same. Seeking a position that will not only let me utilize my substantial background in HR, strong computer knowledge and passion of upgrading myself in providing a strong HR and managerial support to your esteemed organization.
KEY COMPETENCIES                                                                                                                                                                  

· Actively contributing and participating as a member of a team.

· Effective time management skills to meet objectives and strict deadlines.

· Strong technical and analytical skills.

· Ability and willingness to take responsibilities.

· Initiative - ability to suggest and implement changes.

· Ability to work with minimum supervision.

· High sensitivity and respect intercultural and pluralistic environment
· Planning and organizing

Applying for the post of :-                                                                                                                                                                               

HR Executive, Admin Asst. 
ACADEMIC QUALIFICATION                                                                                                                                                                                                                            

Degree, B Com (Bachelor of commerce)   – MAHATMA Gandhi University
WORK EXPERIENCE
 Attune Technical Services L.L.C (Dubai) - MEP Company as Asst.Admin/Hr
20-Sep-2014 to 19-Oct-2016
Duties and Responsibilities:    
· Responsible of the recruitment process, making offers to candidates.

· Telephone/E-mail correspondence with Overseas Candidates regarding joining dates, visa, accommodation, etc.

· Preparing attendance sheets, jobless and absentee entries on daily basis.
· Assist in conducting Performance Appraisal.
· Act as point of contact between the executives and internal/ external clients.

· Arrange diary, arrange meetings and appointments and provide reminders.

· Develop and carry out an efficient documentation and filing system.

· Maintaining Employee files, handle confidential and sensitive information in a discreet manner.
· Preparing documents for Visa exit formalities, new recruits, Medical, Emirates ID, Labor Card and Insurance Card.
· Applying for quota and visa for employees, Visa Renewal, Visa Cancellation.
· Preparing and processing the Payroll and SIF of employees.
· Maintaining a record of LPO and Delivery Notes.
· Maintaining a record of Stock and issue of safety gears and tools to the technicians.
· Maintaining a record of Expiry date of Passport, Visa, Emirates ID, and Labor Card & Insurance Card. 
· Coordinating with site supervisors and camp supervisors regarding work progress and labor attendance and reporting the same to Operations Manager.   
· Resolve administrative problems by coordinating, preparation of reports, analyzing data and identifying solution.
· Resolve employee complaints regarding working condition, harassment, disciplinary action, etc according to company policy and legal requirement. 
· Employee safety and health reporting, assisting with employee relations.

· Perform other duties as assigned or requested.
Al Million Taxi W.L.L (Qatar)   - Taxi Company – Dispatch in Charge - 2012 – 2013
Duties and Responsibilities:
· Monitoring of 196 cabs and 200 chauffer’s under our dispatch wing.
· Allocating the cabs which can go on road according to the schedule.
· Allocating the chauffer’s to assigned schedule.
· Checking traffic violation, lost and found and accidents and reporting to the concerned departments. 
· Maintaining all the documents of chauffer’s in the form of Hard copy and Soft Copy.   
  Elecrocup W.L.L (Qatar)   - MEP Company as Asst. Admin/Accountant - 2011 – 2012  
 Duties and Responsibilities :   
· Maintaining the profit share of each partners
· Follow up of Quotations and Invoices
· Handled Petty Cash and Payroll
· Convincing the parties whenever the company’s payment is delay.
Hyundai Engineering (Qatar) – Substation Work as Document Controller - 2010 May – 2010 Aug
Duties and Responsibilities:
· Documentation of Incoming and Outgoing faxes.
· Update the status in the server from client. 

· Printing of Operations Manual and dispatching to the concerned substations.                                                                                                                                                                                                                                                                                                                              RELATED EXPERIENCES
· Presented management reports to board level.
· Experienced in working in busy environment.

· Excellent Communication, interpersonal, time management and team work abilities.
· Able to multitask in a busy work environment.
Skills
Expertise in MS Office, Advanced knowledge in internet & e-mailing 
Personal details
· Gender                                    Male
· Nationality                              Indian
· Date of Birth                           09/06/1986
· Marital Status                          Married
·   Languages known                   English, Hindi, Tamil, Malayalam 
· UAE Driving license               File opened
The above given details are true to my best knowledge and belief.
Best Regards,
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