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Arul, MBA
Visit Visa
  Sharjah - UAE

Email: arul.365257@2freemail.com 

OBJECTIVE:
To seek career with the latest trends and to be a part of the organization to achieve the goalschallenging career in organized sector of business by contributing my best to involve intellectually and professionally for the growth of organization and take the opportunity to update my knowledge, skills, both individual and organizational.


OVERVIEW
(  A result oriented professional with over 3 years of experience with a proven ability to establish Office Coordination,Secretarial,HR and  General Administration functions.

( Exceptional ability to make various types of document logs and maintain records in a very professional manner.

( Extensive knowledge of operating tools like ,MS Office, Excel, Outlook & Internet. 
( Extensive knowledge of operating software tools like  Tally erp 9

( Good Typing Speed in English. 

( Solid written and oral communication skills. 

(E-mail and Chat support with Clients as well customers
EXPERIENCES:
· JINTECH AUTOMOTIVE INDIA.PVT.LTD –HR cum ADMINISTRATIVEFrom Jan 2014 to Dec 2016
Responsibilities:-

· Supported manager in performing management functions such as staffing, training and expanding business plans
· Responsible for directing the day to day activities of operation managers / subordinates to attain project milestones and goals

· Ensuring proper record has been maintain for all financial transactions in documents file

· Prepare employees leave salary ,settlement

· Maintain Personal Files(soft & hard copies) & Attendance Records for employees. .

· Assign and monitor clerical, administrative and secretarial responsibilities and tasks among office staff

· Handle customer inquiries and complaints

· Manage the pre-mobilization site requirements including medicals, travel and accommodation.

· Joining formalities of new joinee – first day induction/documentation

· Exit formalities – Receiving the resignation, conducting exit interviews, sending the full and final settlement to finance department for further processing

· Preparing various letters like offer letters, employment agreement letters, consulting agreement letters.

· Maintain purchase & Receipt Voucher’s

· Handling Petty cash
· Maintaining Purchase, sales, debtors, creditors, receipt and Payments on a day to day basis
· Doing bank reconciliation and bookkeeping of different clients

· Preparing End Of Settlement for outgoing employees

· Maintained regular contact with Clients

· Advertising off-shore vacancies for various project sites around the country.

· Maintains staff contracts / renewals and visas
· Make travel arrangements for executives

· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software
· Planning and scheduling meetings and appointments
· Prepare Internal Memos for office staffs and field employees.
· Verify purchase orders and invoices.
· Prepares, calculates, controls and proceeds payment of Payroll.

EDUCATIONAL QUALIFICATION:

· MBA(HR&Marketing) in Anna University, Chennai, India

(Duration:  2011-2013)

· B.Sc (Mathematics) in Manonmaniyam sundaranar University,India

(Duration:  2007-2010)

ADDITIONAL QUALIFICATION:

( Proficient  in Tally ERP 9
( Proficient in  MS Office,Excel.Out look and internet
PERSONAL PROFILE:

Date of birth
:
7th June, 1988
  Sex
:
Male.

  Marital status
:
Single.

  Linguistic Proficiency
:
English, Tamil, Malayalam
Nationality
:
Indian.

  Date of expiry
:     02/01/2024

DECLARATION:
                     I hereby declare that the information furnished above is true to the best of my Knowledge and belief.                                                      

  Place: Sharjah,                    (ARUL)
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