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A dedicated senior Level professional over years of experience in Administration & HR operations. Strong analytical
skills coupled with an impressive commitment to excellence and an ability to drive efficiency . Exposure of working 
with almost all type of industries and different working culture and to work under pressure in a fast-paced, 
time sensitive environment. Looking for challenging position in growth oriented company, where I can use my extensive business experience to help the company grow and achieve its targets.

	· Strong Leadership skill
	· Good Negotiation Skills
	· Good Financial Orientation

	· Effective Communication Skills
	· Excellent Analytical Skills
	· Strong Team work

	· Self Driven & highly motivated person
	· Good interpersonal Skills
	· People Management Skills



LLC - Dubai-UAE
Sep 2010 – Dec 2016
Role: - HR , PRO & ADMINISTRATION EXECUTIVE
Job Tile & Summary of Main Responsibilities:
· Manage various administrative/ HR activities of the Office and act as a first point of contact and initial filter for walk-in and telephone enquiries and also for the HR department  play employees & Department Heads

· Maintain & Update the Daily/Weekly/Monthly MIS report, HR files and employee information in various reports.

· Short listing profiles by sourcing on jobsites, vendors and employee reference. Accordingly coordinating with the Hiring Managers for technical and final rounds of interview.
· Manage the new joiner and leaver process in relation to visa related documentation, including not limited to employment visas, medicals, Lobour cards and contracts, residence visas, Emirates ID.
· Advise on visa-related travel restrictions and regulations, procedures and updates on government regulations and initiatives related to immigration and visa issues and Emiratisation
· Maintain the visa and immigration database and HR Information System, including entering all relevant information and conducting regular audits.
· Maintain HR personnel files, ensuring that all appropriate documents are stored securely, both electronically and in hard copy.
· Negotiation of salary and Issuing of offer letters to the selected candidates.

· Familiar with UAE Lobour, immigration Law & Processing of Visa Labour card, ID renewals Medical etc
· Coordinating for Internal Job Promotions and Performance Management.

· Process, verify and maintain documentation relating to personnel activities such as staffing, recruitment, training, and performance evaluations.

· Responsible for Processing and disbursement of payroll and reimbursement such as salary, leave encashment, advances and other related aspects. 

· Maintaining Personal files and employee database.

· Interact with customers / clients to provide information in response to inquiries about the services and to handle and resolve complaints.

· Supervise and coordinate administrative activities for the Management & Branch office.

· Provide Secretarial support to the top Management and maintain confidentiality

· Setup and coordinate Business & sales meetings.

· Maintain secrecy of information assessed through confidential reports, papers and correspondences.

· Undertake special assignment and related duties in terms of employee contracts. 

· Arrange and coordinate travel schedule/travel insurance & flight bookings & accommodation arrangements. 

· Ability to work independently with multiple task and priorities simultaneously

· Ordering office stationery and printing materials for the office and its branch.

· Preparing Invoices, vouchers approval, payments procedures

· Assisting Finance department with their banking correspondences, transfer details, Audit report as per instructions, etc.,

· Worked closely with other members of sales ,marketing ,Imports & Accounts& Finance team.

· Organizing complete office activities including petty cash and payments.

· Coordinate repairs to office equipment & maintenance  of the same.

· Maintain & Preparation of Monthly Reports Like Vehicle registration Due, Visa &  Passport Renewal, Utility Bill Payment Statements, Fuel & Salik statements etc.

· Co-ordinate &  arranging of new Insurances of Motor insurance for the vehicles for registration renewal purposes putting up all claims related to accidental damages and follow up with the insurance company for payments etc.

· Ensure that all the newly recruited employees are covered as per their eligibility 

      under Group life  insurance.

· Maintain and update all the records related to Group Life & Medical insurance 

      Policies.

· Put up all Claims related to Workmen Compensation, Group Life and Medical policies with the Insurance Company and follow up for Payments etc.

· Oversee RTA registration of new  and renewal of old vehicles.

· Co-ordinate with EPPCO for issue of new Petrol/Diesel Cards, Renewal of same and cancellation/Replacement of Damage Cards.


· Feb 2010 - Jun 2010

Sales Officer-Auto Loans, Emirates NBD Bank


· Oct 2007 - Dec 2009

Recovery/Collection officer, Mashreq Bank

· Mar 2006 - Sept 2007

FUTURE GROUP India Ltd., Assistant Team Leader - Cashier sails
Personal Details
Personal Details
rsonal Detail
· Bachelor of Commerce, First Grade College, Mangalore University, India
· Diploma in E-Financial Management, Manipal Institute of Computer Education, India

· Date of Birth
  
: 29th July 1985          

· Nationality

: Indian       

· Marital Status    
: Married
· Languages
   
: English, Hindi, Kannada 

· Driving License No
:(Dubai)
Yathiraj


Email: � HYPERLINK "mailto:yathiraj.54855@2freemail.com" �yathiraj.54855@2freemail.com�
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