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Human Resources & Administrator

I'm having a significant amount of high-level experience with more than 9 years (overseas & local) in the same field of HR & Admin, Secretarial and PA Specialist. Results - oriented leadership experience along with focused and dynamic team player that consistently motivate others towards success. Creative thinker and analytical problem solver with demonstrated ability to manage and assigned task for accomplishment even under pressure of fast paced and time sensitive environment.
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Sponsored Visa (Husband)

09th July 1985
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______________________________________________________________________________________________________________________

SKILLS

· Strong administration skills
· Familiarity with business software such as Microsoft Office, HRIS, LMS, SAP & Tally
· A high level of confidentiality
· Excellent interpersonal and customer-facing skills
· Strong communication skills, both written and verbal
· The flexibility and willingness to learn
· Compensation, Wage & Benefits Administration
· Recruitment & Interviewing Skills
· Maintaining Employee Files
WORK EXPERIENCE

Human Resources & Admin cum Office Operations (Emarati, Kuwait & European Representatives)

Bait Al Mawared Al Emarati (Subsidiary of BIG Holding - Kuwait)

Turnkey HR solutions, Life support services, Facility Management, Home Nursing, Event, Lease & Release services in UAE & other GCC countries

01/2016 – 03/2018

Achievements/Tasks:



United Arab Emirates

· HR functions for 125 staff in UAE (advertising till legalization of the employee – visa receiving till EID, Insurance, Payroll(WPS) etc.),
· Assist Country Manager’s day to day activities (presentation, documentary- legal & cooperate, letter drafting, financial budget forecast, meeting arrangements, ticketing and hotel reservations etc)
· Procurement handing (vendor registration, invoice, quotation, comparison sheets etc)
· Responsible for all office operation functions (Petty cash handling etc)
· Recruitment & Selection, Training and Development - internal and external for Executive, Middle Management, Clerical Staff,
· Life  Support  Service  for  expatriate  (USA  Military  staff  who  based  in  Dubai  for
	projects purpose)
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Executive Secretary cum HR & Admin Executive/ Project Coordinator (Belgium, Indian & UK Representatives)

Freshair Technical Systems LLC

A leading service provider in Fast- food chain, MEP construction, manpower supply, HVAC system

01/2013 – 11/2015

Achievements/Tasks:



United Arab Emirates

· Responsible for entire group of companies 89 staff (MEP-technical dep, hospitality dep & trading dep) operation functions, Data entry (Daily Calculation, estimation etc), Hotel reservation, ticketing booking, travel arrangements (visa) arrangements,
· Immigration and Municipality coordination (visa application till cancellation or renewal both online and manual & support PM for DM Approval (Drawings and tender submission for municipality),
· Recruitment and Selection (MEP engineers, QS, Foreman, Site Supervisors, Office Staff, Helpers and etc,
· Meeting arrangements: developers' / contractors'/ vendors', report preparation (meeting minutes MOM, BOQ),
· Company accounts receivable coordinator (Payment), Logistics handling coordinator (from Europe, Africa etc), Involve in inquiry and quotation distribution coordinator (sales).
Company Secretary to Managing Director - (Qatari Representative) Al Million Services Trade & Cont. Co. W.L.L

Contracting and Transportation (KARWA Taxi Franchise under the Franchise Agreement in State of Qatar)

07/2011 – 10/2012
Doha,  Qatar

Achievements/Tasks:

· Planning & Scheduling Meetings (External: Ambassadors’ & Business Clients and
Internal: Management Meeting, Staff Meetings), Organizational and principals correspondence,

· Writing Reports, executive summaries for Principal’s review - (typing speed of 40wpm),
· Daily Tender document tracking, updating and following till purchasing,
Human Resource Office & Administrative Officer reporting for Chief Operating Officer (COO) and Chief Technical Officer (CTO). - Swedish Representative Teamwork Technology (Pvt) Ltd

Software Development & Quality Assurance, Outsourcing solutions, Project management, Documentation

01/2007 – 04/2008
Colombo, Sri Lanka

Achievements/Tasks:

· Recruiting Staff for the company: Software Engineers (SSE, SE, JSE), Software Architect, Tech Leads (JAVA, J2SE, J2EE .NET, C#, C++, PHP), PM, BA, Quality Assurance Engineers (JQA ,SQA, QA Lead), UI Engineers, Database Administrators, System Administrators, viva agents (KPMG, Earnest and Young, PricewaterHouseCoopers & Microsoft Sri Lanka, Virtusa, E-College, IFS)
· Annual Training Plan Coordination, Personal Development Plan, Skill Audit Training Needs Analysis,
· Resource Allocation, Projects Annual Report Preparation, Technical Discussion Preparation, Payroll Assistant (Leave update in LMS), Company Policy preparation,
IT Shows and mentoring programs for University students in IT and Engineering

	faculty,
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Human Resource/ Administrative Executive - Chinese Representative Huawei Technologies Lanka Co (Pvt) Ltd

Is one of the leading players in the global Telecom market based in China. Over 140 countries, top 50 operators have chosen Huawei as their co-operator

04/2004 – 10/2006
Colombo, Sri Lanka

Achievements/Tasks:

· Recruitment Process handling (Internal and External) more than 250 engineers covered: SSE, SE, JSE, Software Architect, Database Administrators, Network Annalists, Logistic (Managers, Assistant) Sales Managers, Production Managers, TSD Engineers, Procurement Manager,
· Preparing all the accounts and payments related to all support services (Electricity, Water, Telephone, and Hotel),
· Month end payments update with coordination of Asia Pacific Huawei Finance Department in Singapore and Malaysia,
EDUCATION

Certified Human Resource Professional (CHRP) - International ITI Institute

06/2018 – Present
Dubai, United Arab Emirates

Business Administration

University of New Brunswick Canada

10/2008 – 12/2010
Barclay, Singapore

Professional Qualification for Human Resource Management

Asia Pacific Federation of Human Resource Management and the World Federation of Personnel Management Associations

03/2007
Colombo, Sri Lanka

CERTIFICATES

Diploma in Confidential Secretaries Polytechnic Limited (01/2005)

Diploma in Computerized Accounting in British Informatics of Computer Technology (08/2005)

University of New South Wales Educational Testing Centre - English, Science and Mathematics (05/2000)

Institute for Examinations in English, Music and Speech and awarded a Certificate for Spoken English and Spoken English (Practical) (07/1994 – 07/1995)

CONFERENCES & COURSES (T&D)

	Successfully completed the SAP (System, Application &
	Middle East Core Partner Convention (2017)

	Product) Training Program in Human Resources and
	Conducted by Huawei Tech (UAE) HO

	Office Administration function (2017)
	

	Conducted by Beyout Investment Group, in Kuwait
	

	Successfully completed the comprehensive training in
	Successfully completed the comprehensive training in

	Human Resources and Office Administration (2006)
	CMMI stage 3 (Human Resources Strategy and

	Conducted by Huawei Technologies Lanka Company
	Recruitment and Selection, HRM Scrm), (2007)

	(Pvt) Ltd
	Conducted by World Information and Communication

	
	Technology Agency ICTA (CMMI Cooperation)


I hereby certify and declare that the details furnished above are true and correct to the best of my knowledge.

	Piumi 
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