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SYAM 



Email:  syam.380043@2freemail.com 

Career Objective

To pursue a challenging career where my experience and knowledge can be optimally exploited for the betterment of the Organization Goals, thereby professional and personal growth.
Strength and Skills
· Ability to analyze problems/issues and to solve them tactfully

· Fast learner, learning new environment and technologies

· Self-motivated, willing to shoulder challenges and responsibilities

· Can work under pressure and can lead a Team

Professional Experience
1.    Present Employer      : PENTA GLOBAL ENGG COMPANY L.L.C, ABU DHABI, U.A.E

Position
    : Administrator (HR & Admin)

Duration
  : From May 2013 to March 2018
· Issue Offer letters / Employment contracts / Service agreements/ Corresponding Letters (NOC / Termination /Amendments etc) for the direct hired candidates. Coordinate with Benefits Providers (medical and life insurance) to enroll / exclude employees and assist employees with their claims/queries.
· Managing a database pertaining to the CV's received from candidates through headhunting. Coordinating with the clients and candidates for proper mobilization of the candidates.
· Initiate and process employment requisitions; vacancy announcements, and position advertisements.
· Prepare all employment Offer Letters.
· Ensure that all positions have up to date job descriptions, follow up to ensure that each new employee receives a job description and a signed one is on their personnel file.
· Ensure  that  all  necessary  documents  for  visa  processing  of  new  recruits  is
received and liaise effectively with PRO’s to ensure visa processing is done in a timely manner .

· Review, approve & process the payroll for 1000+ employees.
· Monitor staff performance, attendance & provide advice / recommendations on disciplinary actions.
· Schedule the necessary trainings for the employees.
· Communicates allowances and benefits to existing employees and new recruits, and provides them with useful information such as accommodation, ID card, residence permit requirements, opening of bank accounts, loans, Advances and driving license application, etc.
Projects Associated
	Projects
	Client
	status

	BeAAT Expansion Project,Takreer Refinary,Ruwais
	Intecsa
	Current

	Clean Fuel Project, Kuwait
	JGC
	Current

	Takreer Refinary-Safety Route Safety Valve Discharge,Ruwais
	TATA Projects
	Completed

	ZADCO-Upper Zakum Offshore Oil Field Development,Abudhabi
	Petrofac International (UAE)
	Completed

	Petronas LNG Train 9 Project, Bintulu, Malaysia
	Petronas, Malaysia
	Completed

	Alrar Inlet Seperation& Boosting facilites,Algeria
	Petrofac International (UAE)
	Completed

	Habshan - 5 Process Plant (Integrated Gas Development Project)
	Kharafi National Abu Dhabi
	Completed

	Shah Gas Development Project , Abu Dhabi
	Samsung Engineering Co.
	Completed

	Badra Oil Field Development Project , Iraq
	Petrofac FZE, Sharjah
	Completed


2. ATLAS DOCUMENTARY FACILATORS COMPANY PVT LTD ,   (HDFC BANK LTD), Shoranur
     Department                 :  Wholesale Banking Operations

     Designation                  :   Junior officer

     Duration                        :  3rd February 2012 to April 2013

· CLEARING OPERATIONS
Managed Clearing operations by keeping a Good Rappo with Clearing House Officials, clearing funds effectively, and Reconciliation of Nostro Account

· CMS OPERATIONS
Handling effective CMS operations by imparting process knowledge to the new -comers and by keeping better relations with CMS customers

· OTHER OPERATIONS
Managed RTGS / NEFT operations Managed DP operations look after Housekeeping /Ensured proper Voucher management played a significant and vital role in implementing

FIVE S and RMS in our Department

 Responsibilities Include:
· Handling the below responsibilities in Wholesale Banking Operations in processing level
· Tallying of Cheque (Inward and outward Cheque)
· Inward Cheque debiting, Return Cheque debiting
· Doing Fund Transfer and ECS clearing
· Customer crediting (Outward Cheque crediting, RTGS crediting)
· Maintenance of Pay-Orders, MC in system
· To ensure dispatch of the schedules to the right location in time
· Liquidation of Cheque
 Educational Qualification

	S. No
	Course
	Specialization
	University/ Board
	Year of Passing

	1
	MBA
	Finance & HR
	University of Calicut
	2010

	2
	B.Com
	Income Tax
	University of Calicut
	2007

	3
	Plus Two
	Commerce with CA
	CBSE
	2004

	4
	SSLC
	Matriculation
	CBSE
	2002


Computer Skills

· Accounting Package: TALLY 9.0, PEACH TREE
· Operating System: WINDOWS XP, WINDOWS VISTA, WINDOWS 7
· Application Package: MS-OFFICE- Word, Excel and Power Point
Areas of Interest:

Banking, Customer Relations, Administration, HR and in the field of Finance and Accounting

  Personal Details

	Date of Birth
	:
	23rd November 1986

	Nationality
	:
	Indian

	Languages Known
	:
	English, Hindi and Malayalam

	Driving License
	:
	Holding Valid U.A.E Driving License

	Reference
	:
	On Request


