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                          Work Experience________________________________________________________________
Employer 
: Renaissance International L.L.C (June 2014 to Jan 2016)
Designation
: HR Executive (reporting to HR Manager)

Responsibilities
Recruitment 

· Handle the full life cycle of recruitment (both blue collar and white collar) 
· Handle new visa processing, Visa renewal and visa cancellation formalities.
Vacation Scheduling

· Maintain Leave Balance reports and monitor attendance.
· Liaise with Finance Department for vacation pay and coordinate with travel agencies for the tickets
General Administration

· Maintain updated employee database.

· Address employee grievances , daily correspondence and document filing
Employer 
: RAK Bank, Dubai (November 2012 to July 2013)

Designation
: HR Administrator (reporting to HR Manager)

Responsibilities
Recruitment
· Maintain vacancy records.
· Schedule and arrange interviews for local hires.
· Liaise with the concerned Outsource and PRO for the visa of foreign recruits.
· Provide offer letters and conduct induction program.
Vacation Schedule and reimbursements

· Monitor leaves entered and approved on the HR Management System (HRMS)
· Liaise with Payroll section for leave reimbursements, employee referral payments, salary increment approvals etc
General Administration

· Preparing staff requests (Salary certificate, NOC, confirmation letters, Business cards etc)

· Addressing employee grievances, monitoring attendance and addressing absence.
· In charge of HR help Desk

Employer 
: National Arabic Company for Restaurant Management, Kuwait (June 2009 to June 2012)

National Arabic Company for Restaurant Management is the Master Franchisee of Ruby Tuesday Restaurant (US) and Peppes Pizza Restaurant (Norway) operating in the Middle East. In Kuwait, National Arabic Company operates 9 restaurants, caters to 4 major schools and major banks.
Designation
: HR Executive (reporting directly to HR Manager & Vice President of NAC)
Responsibilities
Recruitment 

· Maintain records on vacancies and manpower requirement for upcoming projects or expansion.
· Correspond with recruitment firms (local and abroad).
· Provide offer letters and conduct induction program
· Liaise with PRO to get employment visa for foreign recruits and visa transfer for local hires.
Payroll Processing and Vacation Schedule 
· Prepare the monthly payroll file and submit it to the Finance Department.
· Process salary increments and benefits increment as per approved annual Budget.

· Maintain detailed records of vacation entitlements of all employees.
General Administration
· Maintain employee files and related databases

· Ensure timely renewal of employment visas, health cards, restaurant licenses and vehicle licenses.
· Maintain and Supervise the Staff Accommodation facilities.

· Address employee grievances and assist the Training Department with Performance Appraisal and Employee Recognition Program
· General correspondence, document filing and conduct summer internship programs for university students.

Previous Internship
Employer 
: Heavy Engineering Industries and Shipbuilding Company, Kuwait (HEISCO (KSRC)),
Designation
: HR Intern (2 months)
Academic Background___________________________________________________________
1. Post Graduate Diploma in Management-Finance & Human Resource (2008) CGPA of 2.87/4 SDM- Institute for Management Development, Mysore, India.
2. Bachelor of Engineering- Electronics & Communication Engineering (2004) with 77% Vivekananda College of Engineering, Tamil Nadu, India.
Bio-data________________________________________________________________________
Date of Birth

: June 9, 1983
Nationality 

: Indian
Visa Status

: Residence Visa (Husband’s Sponsorship)
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Objective__________________________________________________   ___


To work in a stimulating environment to accomplish organizational goals utilizing my skills and expertise all the while enhancing my personal skills & gaining maximum knowledge.








