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STRENGTHS
· Proficient in handling Competency Manpower Planning & Recruitment

· Experience in managing all administration works and basic accounts
· Good in handling all the HR works like recruitment, payroll, succession planning, new hire orientation
· An effective communicator with exceptional interpersonal skills
SKILLS

· Decisive thinker

· Skilled influencer

· Personally credible

· Collaborative

· Quick leaner

· Courage to challenge

LINGUISTIC ABILITY:

English, Hindi, Malayalam – Proficient 
Tamil.(Speak)
HOBBIES:
Listening Music, Reading & Playing Cricket. 
PASSPORT DETAILS

Date of issue   :
21/10/2008

Date of expiry :
20/10/2018

Place of issue  :
Malappuram


	PERSONAL INFORMATION
Date of Birth

:
April 16,1988 

Marital Status

:
Single

Sex


:
Male

Nationality

:
Indian
Visa Status                        :             Visit Visa

Visa Expiry                       :             28-01-2018

Availability                       :             Immediate
Email


:
vipin.376254@2freemail.com 
Mobile No

:
Whatsapp +971504753686 / +919979971283
SUMMARY
 Over 5 years of cross-cultural experience in managing HR and Administration Activities 
OBJECTIVE
I intend to realize my potential in the areas of HR and Administration by working as a part of the firm and seeking assignments as Executive/Coordinator in HR and  Administration
PROFESSIONAL QUALIFICATION
Master of Business Administration Hospitality Administration & Tourism (2009-2011)

Annamalai University, India

Bachelor of Science Hotel Management & Tourism
Madurai Kamaraj University,  India

Diploma in Computer Application (DCA)

Bio InfoTech | Kerala | India
EXPERIENCE

23/Feb/2014 – 18/May/2017
Queen Palace Hotel LLC, Abu Dhabi,UAE (Under the same Management & control of Claridge Hotel LLC, Dubai)
Designation: Executive-HR & Admin
Responsibilities: All kind of HR activities like Recruitment, Payroll, Visa Processing, New hire Orientation, Performance Appraisal, and Administration Activities like License Renewal, Tawteeq, file management, book keeping, documentation 
SKILL SET

Expertise: Managing  recruitment  process  including  sourcing,  screening,  short  listing  the  candidates, scheduling/conducting interviews and finalizing salaries, Visa processing
Preparing personnel records and good knowledge of human resource and Administrative information systems like

· Recruitment(sourcing, screening, interviewing)
· Payroll
· Visa Processing
· New hire orientation
· File Management
· Book Keeping

· Customer Service ( Both client coordination and  customer interaction)
· Public Relation
· All other Administrative activities
TECHNICAL KNOWLEDGE
· Hard Skills             : IDS, Windows OP, MS Office (Word, Excel & Power Point)
· Email applications (Outlook), Internet surfing and research.
EXPERIENCE DETAILS
Queen Palace Hotel LLC
Position: HR and Administration Assistant
Tenure: 23/Feb/2014 to 18/May/2017  
Duties & Responsibilities
Human Resources and Public Relation

· Responsible for the complete recruitment life cycle up to exit interview. 
· Coordinate with PRO for visa, Entertainer’s permission, License Renewal processing and all other works assigned by the Management, which related to Abu Dhabi Municipality, Abu Dhabi Tourism, Economical Department, Chamber, Civil Defense etc.
· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, performance evaluation etc)

· Assist with day to day operations of the HR functions and duties

· Compile and update employee records (Both hard copy and soft copy)

· Welcomes new employees to the organization by conducting orientation.
· Provides payroll information by collecting time and attendance records.
· Deal with employee requests regarding human resources issues, rules and regulations

Administration and Accounts

· Organize and provide documents, reports and information to department and external clients in an useful and well-organized manner

· Create and maintain active files

· Member management, including email reminders, member roster, and records of financial dues

· Assist with all other office administrative duties

· Perform basic bookkeeping activities

· Create and maintain database records

· Manage calendars

· Handling Leased Outlet & Preparing their monthly statements.

· Reconciling finance accounts

· Preparing statutory accounts

· Cash allocation

· Receiving and processing all invoices, expense forms and requests for payment

· Verifying calculations working with the Accounts system

· Reconciliation of Direct Debit mandates

· Managing petty cash transactions

Thekkady Wild Corridor
Position: Executive- HR & Administration
Tenure: January 2012 – February 2014 
Duties & Responsibilities
· Recruitment 

· Leave and attendance 

· Employee welfare Activities

· Pre paring hotel induction manual and standing order

· Arranging Minutes of meeting 

· Induction for new joiners
· Perform basic bookkeeping activities
· Manage calendars
· Create and maintain database records
· Organize and provide documents, reports and information to department and external clients in an useful and well-organized manner
· Create and maintain active files
· Assist with all other office administrative duties
Thekkady Wild Corridor

Position: Trainee- HR 
Tenure: June 2011 – December 2011
Duties & Responsibilities
· Leave and attendance 

· Assist with all other office administrative duties
· Create and maintain active files
· Arranging Staff Accommodation
· Induction for new joiners
REFERENCES

Available upon request

VERIFICATION STATEMENT

           I verify that the information contained within this Resume is true and correct to my knowledge.

Vipin 
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