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PERSONAL SUMMARY 

An effective and confident communicator who is also a self starter with the dedication and motivation required to succeed in a busy HR department. Possessing a in-depth knowledge of HR processes and procedures and a proven track record of providing support to HR advisors and senior managers. Easy going by nature and able to get along with both work colleagues and senior managers when providing comprehensive administrative support to day-to-day operations of human resources department.

Presently looking to progress a career within the HR industry by joining a exciting and ambitious company that rewards ability and hard work.


CAREER HISTORY 

HR & ADMIN EXECUTIVE    -    MAY 2011 - PRESENT

Responsible for recording all employee information such as personal data, attendance, benefits, compensation, tax data and, holidays. Always displaying the utmost discretion when dealing with any sensitive or personal issues. Employee Relations & Employee Engagement, UAE Labor Laws, Career Development, Record Administration, HR Operations.

Duties:

Answering phone calls, dealing with enquiries and provide general information to job applicants  regarding HR procedures.
· Preparing and issuing employment contracts to new employees.
· Making sure that all employee records are accurate and well maintained.
· Setting up and maintaining a employee’s personnel files.
· Updating both manual and electronic personnel records when a employees personal details change.
· Involved in the performance review of staff.
· Authorizing and issuing pay-slips.
· Finalizing paperwork for when a member of staff leaves employment.
· Screening telephone calls for the senior recruitment managers.
· Good Knowledge of UAE Labour Law
· Typing and translation of HR-related documents, usually appointment contracts for staff. 
· Provides payroll information by collecting time and attendance records.
· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.
· Maintains employee confidence and protects operations by keeping human resource information confidential.
· Reward Management - Salary & Benefits Administration
· Employee data base Management, Preparing Offer Letters, Contract Letters, Confidentiality Agreements, Preparing & Assigning Job Descriptions, Employee Relations, Employee Handing Over and Taking Over.
· Monitoring Employee daily base activities, Inter office Memos, Circulars, Bank Account Letters, Experience Letters, Warnings, Termination, Promotion, Job Rotation, Employee Separation, Exit Interviews and Meetings. 
· Employee Record Administration with Leave and Attendance Management
· Maintains quality service by following organization standards.
· Employee safety, welfare, wellness, and health reporting and employee services
· maintain management information systems (manual or computerized)
· Accomplishes human resources department and organization mission by completing related results as needed.
WORKED AS AN ACCOUNTS CLERK & HR OFFICER AT MALBA ROPS COMPANY IN SRI LANKA   (2009 – 2011)

· Maintains accounting records by making copies; filing documents.
· Verifies financial reports by running performance analysis software program.
· Input type vouchers, invoices, checks, account statements, reports, and other records.
· Work with adding machines, calculators, databases and bank accounts.
· Match invoices to work orders.
· Process bills for payment.
· Open mail and match payments to invoices.
· Arrange for money to be delivered to bank.
· Utilize computer systems to run databases, pay bills and order supplies.
· Contact individuals with delinquent accounts.
· Ensure customers accept payments or refunds.
· Conduct performance evaluation
· Managing Payroll, Staff Attendance and Leaves
· Staff Welfare and Facility Management
· Worked closely with hiring managers, directors and top level management executives of the company to identify and recruit for current openings and proactively develop sources for future recruiting opportunities.
· Updating HR Policies, Procedures & Documents time to time
· Maintaining employee files and the HR filing system
· Assisting with the day-to-day efficient operation of the HR

EDUCATIONS & CERTIFICATIONS


B.COM     (Bachelor of Commerce)    University Of Madras   Chennai    (2009)
CHRM    (Certified Human Resource Management)                  Dubai       (2015)

COMPUTER & SOFTWARE SKILLS

  HRMS applications (Shaz HR)
  Well versed with MS Office       

PROFESSIONAL EXPERIANCE

Competencies:
· Experience of working with and handling confidential data.
· In depth understanding of employment law legalization.
· Able to maintain high standards of work and meet deadlines.
· Can accurately enter sensitive computer data and update manual records.
· Have previously developed a central database for all of a company’s relevant HR documentation.

SKILLS & COMPETENCIES 
·     Eager to get involved in key HR projects.
·     Carrying out regular employee surveys.
·     Knowledge of disability compensation, unemployment compensation, and service ratings.
·     Interpreting and explaining HR rules, policies and procedures.
·     Can perform a wide variety of administrative duties.
·     Excellent telephone etiquette.
·     Staying informed of developments in the field of HR.

Personal
·     Willing to help others out without being asked.
·     Superb relationship building skills.
·     Able to stay calm in difficult situations.

· Nationality		:     Sri Lankan
· Date of Birth		:     16/06/1987
· Gender			:     Female
· Marital Status	     	:     Single
· Languages		               :    Proficient in English, Sinhala ,Hindi, Tamil & Beginner in Malayalam 
      & Telugu. 




REFERNCE AVAILABLE ON REQUEST.
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