DEEPTHI

DEEPTHI.369302@2freemail.com 

POST APPLIED FOR HR (Payroll & Generalist)/ Recruitment Coordinator/ ADMINISTRATOR/ DOCUMENT CONTROLLER  
(8 YEARS OVERALL EXPERIENCE INCLUDING 4.8 YEARS IN GULF)
CARRIER OBJECTIVE 

I  am  looking  for  a  challenging  position  where  rewards  are  directly  proportional  to effort, skill and application. I aim to use whatever little experience I have gathered in a professional and ethical environment.  I have an open mind and am well versed into getting people to think along my lines. I am under no illusions to the task in hand and I am fully committed for a successful future...
WORK EXPERIENCE 

  In Gulf :-

· Oil & Gas Construction Company LLC, Abu Dhabi,UAE
Period: September 2014 to till date

Post:
HR (Payroll & Generalist)/Recruitment Coordinator

Duties and Responsibilities as HR - Payroll & Generalist

· Generating and checking of monthly attendance from the time attendance machine.

· Coordinates with the timekeepers in yard and sites for workers timesheets and Sick Leave Certificates.

· Enters overtime hours, leave applications and returns, absences, tardiness, earnings and deductions of employees and workers in PMS and Microsoft Access.

· Prepares monthly payroll for the employees thru PMS.

· Prepares and process employees leave requests, leave salaries, end of service benefits, increments, and grievances. 

· Coordinates, follow up and provides reports to Accounts department concerning monthly salary, leave salary, end of service benefits and grievances.

· Enters all information of newly joined employees and workers in PMS and Microsoft Access, filing and maintaining of employees’ documents.

· Preparation of Salary Certificates as per employees’ requests.
· Processing(New addition, Renewal & Cancellation)of Insurance premium for employees

· Arranging Ticket booking for Vacation, Cancellation employees

· Hotel booking for clients
Duties and Responsibilities as Recruitment Coordinator
· Collecting and sourcing CV’s from the internet & from recruiting companies and arranges interviews. 
· Preparing the job offers / contracts of employees, job descriptions, job evaluation / assessment reports.
· Coordinate with PRO for necessary labor approvals, proper timely submission and visa process from Labor & Immigration departments.
· Arranging transportation & accommodation for new Joiners

· Creating & updating new employee file in the system record

· Introducing the new joiners in other department

· Oiltech Oil & Gas Services, Abu Dhabi, UAE
Period: January 2011 to November 2011

Post:
Executive Secretary cum HR Coordinator
· Pureworld Middle East, Abu Dhabi, UAE
Period: July 2009 to December 2010

Post:
Executive Secretary

Duties and Responsibilities

· Provide technical support for Project Documentation (Quotation Preparation, Direct Contracts to the appropriate departments, Invoice Preparation and Filing etc)
· Maintain of records as per ISO Standards.

· Receive, direct and relay Email Messages, Telephone Messages & Fax Messages

· Direct the general public to the appropriate staff member

· Maintain the general filing system and file all correspondence

· Assist in the planning and preparation of meetings

· Maintain an adequate inventory of office supplies

· Respond to public inquiries

· Provide word-processing and secretarial support

· Type confidential documents on a word processing system
· Carries out a variety of specialize and routine personnel administration duties for the employees. 

In India :-

· Sanford Computer Academy, Kammanahalli, Banglore-84
Period: 

February 2004 to November 2008

Positions Held:

Joined as Trainee Feb – 2004

Promoted as Course Coordinator… June-2005

 


Promoted as CENTRE HEAD… June 2006

Duties and Responsibilities

· Taking care entire Administration Work

ACADEMICALS QUALIFICATIONS 

	COURSE
	INSTITUTE/UNIVERSITY
	YEAR OF PASSING

	B.Sc [Botany]
	M.G.University
	2000

	Pre-Degree
	M.G.University
	1997

	S.S.L.C
	Kerala Public Examination Board
	1995

	Additional Courses

	MBA in Human Resource Management 
	Bharatiyar University
	Pursing (2016)

	Advanced Diploma in Bioinformatics
	Software Technology Group International Ltd., Bangalore
	2006

	ADCA[Advanced Diploma in Computer Applications]
	Sanford Computer Academy, Bangalore
	2004

	Career Edge
	NIIT , Kerala
	2003




COMPUTER SKILLS 

· Operating System
:
Win 95/98, Win NT/XP, Win 2000
· Packages Known
:
Ms-Office 2000/XP
· Languages

:
C, C++,
· Graphic Designing
:
Photoshop, Corel Draw, Flash, Page Maker
· Web Designing
:
Dream Weaver, HTML, Front Page
· Designing Tools
:
AutoCAD 2008, 2009
MANAGEMENT SKILLS 

· Maintaining confidential office correspondence
· Able to work independently as well as work in groups.
· Excellent skills in analytical and strategic planning.
INTERPERSONAL SKILLS 

· Hard working, efficient, proficient, Flexible, Confident
· Works well in a team and situations under pressure.
· Knowledge of general and official procedures.
· Adapting quickly and efficiently to different tasks.
· Able to learn new Technology/task quickly
LANGUAGES 

· English, Malayalam, Urdu-Hindi, Tamil
PERSONAL DETAILS 

	Date Of Birth

Marital Status

Nationality

Mother Tongue

Religion


	:

:

:

:

:

:

:


	30/05/1980

Married

Indian

Malayalam 

Hindu




DECLARATION 

I hereby declare that the information given herein is true, accurate and to the best of my knowledge and belief.
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