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Objective:
Intend to build a career with a leading corporate of hi-tech environment with committed and dedicated people, which will explore myself fully and realize my potential.  
Summary of Experience:

12 Years of work experience in UAE in which worked as HR admin officer and WFS for 5 years and 7 years as assistant accountant.
Professional Work Experiences:
1. Presently working in “EMIRATES GLOBAL ALUMINA” at Al Taweelah Alumina Project as a “Workforce Services & HR Admin Officer” under “TECHNOMAK ENERGY INTERNATIONAL HFZA” sponsorship, since December 2016 to till date.

2. Worked as “HR Assistant” in “TECHNOMAK SHIP REPAIR DIVISION” in Dubai, from Feb 2013 to November 2016.
Major Duties and Responsibilities Done:
· Setting up and maintaining personnel files. 
· Arranging security passes & work desks etc for new staff. 
· Giving guidance & support to managers on HR issues. 
· Replying to any correspondence and emails.
· Arranging training for new and established employees.
· Accurately updating the HR employee database. 
· Experience in ERP management system software and ASTORIA.
· Ordering stationary and supplies for the HR department.
· Liaising with the payroll department on issues. 
· Administering the sickness absence process for the company. 
· Arranging induction for new employees.
· Chasing up any unfilled employee paperwork & forms. 
· Monitoring the sickness and holiday leave of staff.
3. Worked as “Assistant Accountant” in “Dubai Shipbuilding & Engineering” in Dubai, from May 2006 to Jan 2013.

Major Duties and Responsibilities Done 
· Reporting to Accountant Manager.

· Data Entry Operating (Manpower & Materials).

· Preparing salary sheet.

· Receiving invoice from the manpower supply.

· Sending time card to various manpower suppliers.

· Office Administrator.

Experience in India:
4. Worked for “POINEER ENTERPRISES” in India, as an Accountant using Tally package from April 2005 to November 2005 as Accounts Executive.
Major Duties and Responsibilities Done:

· Preparation & Submission of Management Reports such as Cash Flow Statements, Profit  & Loss Account, Balance Sheet, etc, using Tally.

· Payables Review & Reconciliation, Debtors Review & Reconciliation, Bank Reconciliation.
· Maintaining & Updating Fixed Assets, Monitoring Pre Payments & Advances, Payroll & Inventory Management, Maintaining Cash & Petty Cash Account, etc.

· Correspondence with Debtors & Creditors on regular basis.

· Booking Expenses and making payments.
Academic and Computer Qualification:

            2001-2004      :          Bachelor of Commerce in Accounting. [Narayan Guru College                 

                                  
   Mangalore, [Affiliated to Mangalore University.]  

· Post graduate diploma in computer science from Mangalore.
· Knowledge of MS Office package and requisite skills to use them to the optimum level in a working environment.
· Appropriate knowledge Tally Software.
· Good Knowledge of the Internet and its working.
Academic Achievements:
· Organizing member of College Fest 2003 & 2004’, a three-day event held in Mangalore, conceptualized and executed completely by the students of the Department of commerce.
· Participated in ‘Crossroads 2004’, an Inter-Collegiate Management Fest organized by the Department of Business Administration, Mangalore University. 
· Participated in ‘Synergy 2001 & 2002’, an Inter-Collegiate Management Fest organized by the SDM College of Business Management, Mangalore.
· Awarded for the best outgoing student for the academic year 2004.
Personal Details:
· Nationality         

:     
Indian

· Date Of Birth     

:       
15th  August 1980

· Marital Status    

:     
Married
· Sex             


:     
Male

· Visa Status     

:     
Employment Visa

· Languages      

:      
Hindi, English, Kannada, Malayalam.

I hereby declare that all information written in this profile is true and accurate to the best of my knowledge.       
Note: Post applied for HR Admin Officer, Accountant  and Data Entry.
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