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CURRICULUM VITAE


SUNITHA 
Sunitha.146269@2freemail.com 
Target Job Title
: HR Generalist or Any suitable role relevant to my experience.

Job Location 
: Dubai, UAE (Preferred)
Career Objective
: Seeking to work in an organization for offering my qualitative expertise for the organizational growth and expecting a work environment that offers an opportunity for career progression and advancement.
Skills and Competencies
· Analytical – Synthesizing complex or diverse information.
· Problem solving – Resolves problems in a timely manner.
· Oral communication – Able to communicate persuasively at all levels.
· Systematic – Prioritize, plan and organize work activities efficiently 
· Target focused – Diplomatic in achieving qualitative results on time. 

Work Experience
Feb 2007 to till date

China State Hong Kong Dubai Contracting LLC, Dubai

Human Resources and Administration officer 





 

CSHK Dubai Contracting LLC is a leading multinational construction company established in the year 1979 in Hong Kong and is the subsidiary of China Overseas Holding limited (COHL). It has completed more than 500 projects in over 20 years and has undertaken a number of mega size projects of multi-discipline nature. It is the 12th largest company within the Construction Industry in the world. 

Job Responsibilities

· Handling recruitment (Local and Overseas) from Lower level to Top level employees and travelled to countries for recruitment. 

· Devising plans and strategy, placing Advertisements, liaise with the recruitment agencies.

· Maintaining database, screening applications and short listing. 

· Conducting Interviews in coordination with Line Managers and final selection of candidates.

· Negotiate on the salaries, reference checks, preparation of Employment agreements, Ensuring joining formalities.

· Conducting orientation for the new comers, maintains compliance with UAE Labor Laws concerning employment.
· Preparation of recruitment cost report and budgeting reports.
· Directly handling the preparation of monthly payroll of over 600+ employees and meeting the requirements of WPS, Pay slips preparations.

· Preparation of End of Service Benefits of the employees in the event of staff resignation or termination, as per UAE Labor Law.

· Negotiates and contracts with Employee Insurance Benefit plan providers for premiums.
· Prepare, analyze and recommend the company’s salary increase process, conduct and participate in salary benchmarking and benefits surveys.

· Design as well as implement employee grading structure and apply remuneration plans inline with company policies.

· Participate in rewards and recognition programs of the employees.

· Implement the company’s policies and procedures and evaluate / refine the job descriptions. 
· Assist and recommends in formulation of HR policies, procedures and forms.

· Handling performance management programs, obtaining performance appraisals of employees and giving recommendation to dept. head for increment and promotion.

· Identifying the needs for training.

· Devise Employee development programs for organization development.

· Maintains Human Resource Information System records.
· Maintaining the visa status report of all the employees, liaise with PR dept for visa applications. 

· Maintaining updated leave and air ticket records of the employees and updating them periodically. 

· Co-ordinate with the finance dept and auditing personnel for HR related auditing reports related to leave salary, air ticket, gratuity, bonus etc.

· Responds to employee relation issues such as employee complaints and allegations.
· Prepares and communicates information to employees about benefit programs, procedures, changes, and government-mandated disclosures.
· Conduct Employee satisfaction survey.
March 2006 to Jan 2007 

China State Hong Kong Dubai Contracting LLC, Dubai

                          Human Resources Assistant

Job Responsibilities

· Maintenance of HR database/HR skill inventory.

· Maintain & update staff/ workers personnel files and all personnel record.

· Administer staff’s / workers leave system & ensure that all documents are complete.

· Maintaining dept wise staff list and updating their relocations.

· Administer visa issues related to staffs and workers.

· Maintaining passports/work permit cards of staff and workers.

· In charge of issuing work permit and medical cards to staff’s and workers.

· Allocation of staff’s/workers permanent / temporary number.

· Coordinate with insurance company for any addition/deletion and claims in related to Workmen Compensation and Forwarding accident reports to insurance for claim.

· Handling workers grievances, discipline & time card for employees is maintained.

· Any other work assigned by HR Manager

September 2004 to February 2006 

Wires Electromechanical Services, Dubai

Admin / HR Executive

Wires electromechanical service is one of the leading sub contracting company dealing with the installation of air conditioning systems. The company is experienced in execution of Residential villas, schools, Hospitals/Clinics, Commercial buildings, residential buildings and towers, factories/warehouses, showrooms etc.

Job Responsibilities: 

· Liaison with all heads of departments for various manpower needs.

· Scrutinizing employees’ resumes, screening and forwarding the Employees data to senior authority.

· Scheduling and arranging for candidates interviews.

· Assisting the top management in recruiting the manpower, co-ordinate in arranging and conducting interviews and help in selection process

· Maintenance of Employees contract.

· Maintaining HR database and records like attendance reports, Leave records, loan records, performance report etc.

· Preparing employees salaries and office staff salaries and handle payroll administration.

· Verify and control the time & attendance, overtime before payroll processing.

· Prepare letters such as Offers, Appointment, Confirmation, Increment, Change of Designation, Appraisal, Service Certificates, Relieving/ termination letters etc.

· Managing Employees passports and visa’s and checking the validity of the visa’s and forwarding to PRO for Visa renewals, cancellations etc.

· Preparing employees final settlement and paper works.

· Arranging for air tickets for employees as well as office staffs etc.

· To assist HR related issues pertaining to employee welfare.

Educational Qualification
· Masters in Business Administration (MBA) during 2001-2003, specialized in Human Resources from Vellore Institute of Technology (VIT), Vellore, TN India.

· Bachelors in Business Administration (BBA) during 1998-2001 from Auxillium College, Vellore, TN India.

Personal Information

Birth Date

: 10 January 1981

Nationality

: Indian

Marital Status

: Married

Languages Known     : English, Hindi, Marathi, and Tamil    

IT Skills 

: MS Office – Advance Level 

Visa status

: Employment Visa (Transferable)
Notice Period

: 30 Days

Driving License
: UAE

Reference: Upon Request

************
