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Sravan                                                     




C/o-(Mob) +971504753686

Email: sravan.377089@2freemail.com 
Objective
Seeking a challenging role as HR Coordinator to explore my skills and retain the top market besides achieving organizational goals.
Brief Overview
· Recruiting candidates in assistance of HR Manager,
· Processing (application, renewal and cancellation) visa, labor card, Emirates ID card, Insurance. 
· Managing the emergency/annual leave of employee in accordance to staffing management.
· Send notification and list of requirements to employees for the renewal of their visa and work permit.
· Maintaining Employee details in database.
· Following standardized company procedures relating to all aspects of Staff performance.

· Extensive experience in Coordinating and communicating activities for the Office, including all employee events.
· Adept at handling day-to-day coordination with internal / external departments.

· Excellent leader with manpower and people management.
· Strong communicator with the ability to ensure execution of time-bound deliverables. 

· Expertise in working in fast-paced, high-tech environment with skills in, planning, management and team development, Event organizer. 
Work experience 
Working as HR COORDINATOR at SPOTLAND FZCO, Jebel Ali Free Zone, Dubai, UAE.








                          


            (Feb’2016 – Present)
Onboarding of New Employee:
• Processing online Visa (JAFZA) through Dubai Trade Portal
• Preparing employment contract of selected candidates
• Initiate and monitor pre-employment screening of selected candidates
• Communicate visa requirements to new employee upon acceptance of offer
• Coordinate visa application with PROs upon receipt of complete requirements
• Upon receipt of visa, communicate and confirm joining date of new employee to respective manager.

• Passport keeping with the estimated of 400+ staffs.

Exit Process for Leavers:

• Communicate exit process to employee one month upon receipt of resignation letter
• Send clearance form to service delivery departments for terminated employees not serving notice period upon receipt of termination letter
• Coordinate with PRO for cancellation/transfer of visa of leaving employee
• Preparing draft calculation of final settlement for payroll processing
• Request release of final payment once clearance of leaving employee is confirmed
• Follow-up new visa for employees staying and transferring to new job in UAE and requests release of visa deposit.

Payroll and Reach:

• Preparing employee file checklist of new joiners for payroll
• Provide list of employees eligible for annual ticket payment every month for payroll processing
• Upload announcement on Reach, such as birthdays, promotions, news, changes, staff sales, etc.

General administrative tasks:

• Preparing requested letters
• Preparing and maintaining HR employee files
• Send probation forms to managers to be completed for new employees
• Send notification and list of requirements to employees for the renewal of their visa and work permit
• Maintaining Employee Visa and Work Permit List
• Respond to employees’ inquiries regarding policies, procedures and programs.
Worked as ADMINISTRATOR Cum SUPERVISOR IN GANGA PHRAMACY COLLEGE, Hyderabad, India.








                           (March’2008 – Aug’2015)
· Day to Day office Administration and Support to Team.
· Maintain Managements Schedules for conducting of meetings/seminar.

· Preparing Circulars to the Students and Staff.

· Managing Transport department and planning for routes.

· Monitoring the all the vehicles conditions and services.
· Making good relationship with all the suppliers and parents.

· Answering incoming calls in a professional manner.

· Maintaining suitable and sufficient office stationary levels and establishing stationary requirements for the Office.

· Following standardized company procedures relating to all aspects of Office performance.
· Updating databases with confidential and relevant information.
· All vendor payments and maintaining of petty cash transactions.

· Booking of provision entries. 

· Preparing of all Payment cheques and clearance.   
· Verification of Vouchers, identifying errors and rectification.

· Preparing and finalizing of statement of schedule wise.

· Looking after all Administrative Works in Educational Institution.

· Looking after Maintenance Department.

Worked as Food and Beverages Service- Steward in Taj Krishna, Hyderabad (Dec 2004 – Feb 2005)
· Guest management.

· Food Quality control.

· Restaurant Management.
technical Skills
· Application Software: Advanced Excel, MS Office, Typing 30 WPM, Internet.

· Operating System: MS Windows 98, 2000, new versions 2003 & MS Windows.
ACADEMIA
· B.Sc computers from Sikkim Manipal University, Manipal 2005-08. 
· Shri Shakti College of Hotel Manegment(SSCHM), Hyderabad,

· XII from Gautami Integrated College,Chanda Nagar,Hyderabad

· X from Siddhartha Residential High School,Boduppal,Hyderabad. 
HOBBIES
· Playing Sports.
· Web Surfing.
PERSONAL DETAILS
Material Status

:
Married
Date of Birth


:
02nd December 1986.
Linguistic Proficiency
:
English, Hindi and Telugu.
Visa Status


:
Employment Visa
DECLARATION:

I hereby declare that the above information is correct to the best of my knowledge and belief.

Date
: 
Place
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