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 Prasanth.175097@2freemail.com 
Prasanth

 CAREER OBJECTIVE

Resourceful, self-motivated individual, with the ability to work with less supervision & work supportively within the team environment. Diligent and dedicated attitude together with the ability to adapt to varying job demands.  

                                                                                                                                                                            Looking  for a challenging position in a dynamic organization to utilize my previous skills and experiences to their full potential in all fair and professional's manners.
Educational Qualifications 
	Bachelor Degree      
Work Experience 

 10 years of  UAE experience in Human Resources and Administration Field . Currently working as Planning and H R Executive Secretary – Al Boom Tourist Village (Branch of Al Hareb Group– Dubai UAE  from  January 2003 
Professional Qualifications                        



	Diploma In Computer Application


	Secretarial Course: Nadia Institute Dubai, UAE              
Other Qualifications 

Holder of UAE Driving License 




Achievements

Best  Employee of the Month December 2012 

 Job Profile 
Create and maintain all employee personnel files both in hard copy and electronically.

Process benefits for employees such as: Annual Education fees for children, Annual Vacation Tickets, Annual Leave, Maternity, Sick and Special Leave etc.

Process the end of service benefits according to the labour law of UAE 

Designing and posting an advertisement for recruitment. 

Forwarding the necessary information to HR manager and helping him in selecting correct candidates for interviews.

Scheduling the interviews according to the availability of the management staff and informing the candidates through e-mails or phone calls. 

Preparing the offer letters and getting them signed as per the  instructions of H R Manager 

Arranging accommodation, name tag, ID number, uniforms to the newly joined staff 

informing the employees about the Company policies. 

Contacting Training companies to arrange training course for staff 

Keeping record of  staff’s the visa and labor card expiry date  and helping company PRO to renew it.  

Helping the manager in evaluating the performance of each and every employee for an 
appraisal and salary review. 

Maintain the records regarding change of staff, attendance register, time book, etc. 

Monitors Employee complaints, discipline processes, grievances and disputes

Arranging meetings  of head of departments and  Recording the minutes of the meetings.

Coordinating with company legal advisor according to the requirements.
Coordinating with transport in charge to renew the insurance and registration of company vehicles 

Contacting real estate companies to renew company owned flats 



Skills:
· Honest and hard working

· Self confident, Enthusiastic & Quick learner

· Dynamic personality

· Effective oral and written communication skills

· Good organizational skill

· Excellent interpersonal skills

· Skills in database management and record keeping.

Able to exhibit a high level of confidentiality
Languages spoken
English   :  Fluent.
Hindi       :  Fluent.
Arabic     :  slightly         
Hobbies
· Photography 

· Reading

· Traveling

· Driving 
Thank you for your valuable time, any further information needed shall be furnished at your convenience.

