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Address: Dubai, U.A.E                                                        

C/o-Contact no: - +971505891826
E Mail ID: raehan.378867@2freemail.com 
CARRER OBJECTIVE:-
A self-motivated and hard-working individual with experience in HR & Office Administration seeking a position with a reputed organization
PROFILE:-

· 7 years of experience in general Office administration & HR roles in India & UAE with 4 years in Dubai.

· Hold a Bachelor Degree and highly proficient in MS Office application.
· Well versed in Recruitment and other HR and general administration activities.

· Comprehensive knowledge of recruitment procedures, policy implementations, benefits administration and staff supervision.

· Creative designer of work flow systems, to eliminate duplication of effort and increase proficiency and productivity of employees.

· Possess demonstrated ability to work effectively and congenially with employees at diverse levels.

· Energetic and capable of working with minimal supervision.

· Adherence to deadlines without sacrificing quality of output.

· Systematic and methodical approach to work.

· Ability to put in extra efforts when called for.

· Prioritization of work and perfect time management.

· Expert in interdepartmental liaison and coordination.

· Professional attitude with excellent communication and interpersonal skills.
· Independent self-motivated, able to take responsibilities and work well under pressure, quick learner and flexible team player.

· Resourceful with ability to organize and prioritize multiple tasks

WORKING EXPERIENCE:-

Organization
: AL SHABIAH ENGG.CO.LLC. - Sharjah - UAE
Designation

: HR Assistant  

Duration

: From June 2013 to April 2017
OrganizatiON : NATIONAL INSTITUTE OF LANDSCAPE ENGINEERING (NILE), India
Designation

: H R Coordinator


Duration

: From June 2009 to May 2012
Organization
: PROFESSIONAL COMPUTER ACADEMY, Pune, India
Designation

: Office Administrator & Counselor 
Duration

: From January 2007 to June2007
HR Job profile
· Arranging Face to face interview with Company delegates.

· Maintaining employee files and the HR filing system.

· Building productive, collaborative relationships with employees, and HR business partners.

· Scheduling interviews for job applicants.
· Take interview feedbacks and generate offers to the selected candidates.

· Check availability of panels, schedule interviews with candidates, follow – up with panel members for feedbacks. 

· Maintain a Daily MIS to capture the details of candidates and interview status.

· Preparing offer letters, appointment letters, appointment letters and confirmation letters

· Processing joining formality documents

· Welcoming new employees and arranging induction programs for them.

· Maintaining personnel files and regular updating the records

· Employees Verification.

· Performance Appraisals

· Prepare rating sheet to take decisions for career progression and increment 

· Handling Exit interviews and issuing reliving, full and final settlement.
· Reviewing staff monthly vacation reports.

· Helping out with the day to day activities of the HR admin team.

· Processing employee resignations and sackings.

· Coordinating the travel arrangements of senior HR managers.

· Putting together new employee starter packs. 

· Tracking employee Time sheets. Compute total time worked by employees, using ERP, posts time worked to master Time sheet. 

· Prepare salary payroll through ERP. 

· To arrange gate pass/safety inducted pass for the employees to work in various ports and govt. projects. 

· Prepare and cross check Labor Supply Company Invoices, Keep tracker on Invoices and labors details. 

· Provide man hour details as per project to project team. 

· Upload the punching reports in ERP 

· Arrange the manpower from manpower supply companies as required 

· Daily routing works in HR and Admin. 
· Entering data in Payroll. 

· Cross check employees working days and OT through ERP. 

· Co‐ordinate with Payroll team for salary release of employees. 

· Making EOSB of employees. 

General Office Administration
· Provide administrative support to the office.

· Review and answer correspondence on behalf of the company.

· Screen telephone and personal callers & make and record appointments.

· Interact with customers / clients to provide information in response to inquiries about the services and to handle and resolve complaints.

· Involved in collecting payments from customers.

· Keeping a record of all outgoing courier, Invoices.

· Coordinate in purchasing office supplies.

· Maintaining data in Excel Sheet.

· Trouble shooting the networking related problems 

· Installation of various software 

· Maintenance of PCs 

· Prepare the preventive maintenance schedule for the network, computers and printers 

· Attend the problems such as system malfunctioning, boot up issues, etc. 

· Desktop/laptop installation and support 

ACHIEVEMENTS:-
· Awarded the “Best Employee Award“ by NILE during 2010‐11 

EDUCATIONAL QUALIFICATION:-
· Bachelors in Computer Science (2008) Dnyaneshwar Vidyapeeth, Pune
TECHNICAL SKILLS:

· Computer Skills: proficient with Microsoft office.

PERSONAL INFORMATION:

Nationality
: Indian
Date of Birth
: 11.08.1986

Status

: Single

Visa

: Visit

Languages
: English, Hindi & Urdu

FARHAN 

