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CAREER OBJECTIVES.
Experienced professional with over 5 years of experience in HR Administrative jobs,
Seeking a position in an organization whereby my acquired skills, training and diverse of work experience can be used in full capacity to accomplish the objectives of the organization while achieving personal and professional growth.

PROFILE SUMMARY.

· A Diligent professional with rich experience in all HR & Administration work.
· Expertise in HR relation, Visa procedures, Payroll, End of benefits, Public relation, Attendance & Time sheet, Leave management, Performance management, Legal documentation, Managing HRM system, Employee & property insurance.

CORE COMPETENCIES.

· Recruitment.

· Training.

· Influential Power and Leadership.
· Relationship Building.

· Communication.

· Analytical and Critical Thinking.

ORGANIZATIONAL EXPERIENCE.

HR ADMINISTRATOR

Al Qubaisi Group of Companies LLC.

DUBAI, UAE. (March 2010 to Till Date)
· Handling various HR tasks including new hiring, Visa process, and update HR related reports. 

· Schedule interviews for different sector and coordinate with managers.

· Prepare the Employment Contract as per the approved proposals and create personnel files with entire documentation. 

· Maintain the attendance in the payroll system.

· Preparing of the monthly payroll and provide all the details like incentives, deductions & allowances.

· Maintaining all the employee records, schedule the annual leaves & benefits.

· Assist the preparation of the final settlement calculation and preparation of final declaration. 

· Coordinate with the PRO for the all legal documentation and day to day field activities (Visas, work permits, IDs, etc.). 

· Organizing all training & work activities.

· Circulate all internal communications & memo.

· Arrange the all employee relation activities. 

· Coordinate with all mall managements for the contracts & renewal.

· Coordinate with the Economic department for permits and trade licence for the individual outlets and kiosks.

· Keep the track for the expiries of legal documents.

· Follow up for the yearly renewals. Insurance (employee & trade), licence, registration, permit, etc.

DATA BASE CONTROLER

Stream Line Marketing LLC.

Dubai, UAE. (August 2009 to Feb 2010)
· Managing DATA standards.

· Installing and testing new version of DBMS.
· Developing managing and testing backup and recovery plans.
PROJECT COORDINATOR

Big Leap Solution pvt (ltd)

Calicut, India. (2008 Dec-2009 July)
· Co ordination with the project managers.

· Assisting on project diagrams & Coding.

· Identify the client requirements.

· Educate the clients about the product.

PROFESSIONAL CREDENTIALS
· Bachelor of Technology in Computer Science and Engineering (2005-2009)
K.M.C.T College of Engineering, University of Calicut, India.
· Higher Secondary Education in Science (2002-2004)
Sir. Brennan Higher Secondary School, India.

· Secondary Education (2002)

Higher School for girls, Tellichery, India.

COMPUTER PROFICIENCY
· Proficient in Microsoft Office application. 
· Programming in C, Assembly language, Java. 

· Programming in Visual Basic, C#.NET, PHP.Lisp
· Programming in MySQL.
PROJECT WORK & SEMINARS

· Completed the course of Planning & organization.

· Completed a Mini Project work entitled ‘Online Crime Reporting’. Online Crime Reporting is an online project, aimed to report crime through online. It helps people to know about the occurred crime details. The site is created for the use of public and Police. 

· A main Project work entitled ‘Speech Software for blind people’.

This software can convert text to speech. 

· Seminar on HELIODISPLAY.
LANGUAGES

· English, Hindi and Malayalam.

PERSONAL INFORMATION
· Date of Birth       : 12th February, 1987.
· Nationality          : Indian.
· Passport details : Can be provided on request.
· Marital Status     : Married.
· Driving License  : UAE.
· Visa Status          : Husband Sponsorship.

· References          : Can be provided on request.
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