                                       RESUME

Rasith
Email:  rasith.383330@2freemail.com 

	HR & Administrator
	


To work in a challenging and creative environment for a reputed organization as a key player where I can  share 

and enrich my skills by continuously and sincerely putting all my efforts towards excellence.

· Strong function background having 9+ years of experience in Admin and HR.

· Studying the existing process through detailed discussions with the client’s core team.

· Mapping the processes on to MIS, documenting the processes.

· Maintain Employee records, Visa statements etc.
· Last Worked at SINOPEC China Petroleum & Chemical Corporation,KSA 
· Have a Saudi Arabia and India License Holder.
  Having a good relationship with clients and candidates to ease the operations. 
	Education & Technical 
	


· Post Graduation – MBA with HR and Finance specialization from Bharath University in 2008 75% grade.
· Graduation – B. Com at Jamal Mohamed College in 2006 59% grade affiliated with the Bharathidasan University,Tamil Nadu.
· Diploma in Computer Application [DCA]   [MS. Office, MS. Excel, Internet Application]
	Passport Details 
	


Issue  and expire date         :       Riyadh 09/09/2026

Visa days and  valadity      :       90 Days / 05/10/2018

	Experience 
	


	SINOPEC  E & C Middle East Co. Ltd
HR and Admin Executive /  Saudi Arabia 
( Chinese management SINOPEC China Petroleum & Chemical Corporation,KSA)
(SADARA Project is  Aramco Project Oil and Gas industry  ) 
	5th June 2013 to 29th Sep 2017


Key projects:
· Handling Indian, Nepal and Pakistani employees overall 600 employees.

· Calculating payroll from timesheets and general payroll administration.

· Issue salary through to SABB salary accounts all workers

· Monthly updating of the Leave records of all the Employees on the Biometric System. & following up for the Leave applications with the Employees.

· Maintaining and Updating records employees
· Arranging the medical, iqama renewal an exit, re entry visa for employees 

· Coordinating with camp arrangement, employees welfare 
· Issuing Offer Letters, Appointment Letters, Transfer Letters & Confirmation Letters.

· Coordinating with Accounts department regarding the Employees exit benefits   

· Maintaining the records of the employee by maintaining their personal file.

	DVMS office machine in corp.

Contract Administrator  /Bangalore in India 
(Exclusive Distributor for Bajaj Maxflo Pumps in Bangalore)
	                            9th June 2012 to 30th March 2013


    Key projects:

· Prepare sales and purchase contracts
· Negotiate contract terms with internal and external business partners

· Review and update existing contracts

· Explain terms and conditions to managers and interested parties

· Ensure that employees understand and comply with company contracts

· Analyze potential risks involved with specific contract terms

· Stay up-to date with legislative changes and coordinate with the legal department as needed

· Ensure all deadlines and conditions described on contracts are met (e.g. payments and shippings)

· Maintain organized system of physical and digital records
· Create language standards for existing and new contracts

	International Management Links
HR and Admin Executive /Chennai in India 
	                                                         1st Sep 2010 to 26th May 2012


(Company is An ISO 9001-2000 certified company engaged in Overseas Manpower Services) 
Key projects:

· End to End Recruitment activities (from Sourcing, Screening, Short listing to Selecting Candidate)   for the given requirements. 

· Sourcing the CVs of the candidate for the given position through job portals, Head hunting, Referrals, and contacts within the industries.

· Received original visas inform the candidates to do their medical and give their visas to visa section for 

· stamping. If the candidate is medically unfit, immediately inform to the company their unfitness report and ask for the replacement of candidates. 

· Not Selected and visa not received of candidates shuffle another project. 
	S.V. Interior Industries Pvt Ltd 
Admin Executive /Chennai in India 
	                                                          1st Feb 2008 to 30th Aug 2010


(Company is An ISO 9001-2000 certified company manufacture industries)

Key projects:

· Maintaining Attendance Tracker for Head office & other regional offices in India 
· General administrative duties, such as filing (Documentation), faxing, copying and mailing 

· Prepare for meetings and correspond with member representatives on upcoming meetings 
· Organizing the Cabs and arranging tickets (Air/Train, Bus)
· Maintain the registers, such as Dispatch (Mail), Materials and staffs’ attendance, etc.
· Housekeeping, Arrange and organize the Food & Beverages 
	personal details
	



Date of Birth

           :
30/06/1984


Sex and Religion
           :
Male / Muslim


Nationality

           :
Indian

Martial Status
                       :
Married
Language Known
           :
English, Hindi ,Kannada and Tamil          
