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PROFESSIONAL SUMMARY
An accomplished professional with over Nine years experience in Office Administration, Human Resource, Accounts, Procurement & Operation looking to leverage my proven organizational and management skill in the role of Human Resource & Administration.


HIGHLIGHTS 
· Expert Level Microsoft Skills.

· Strong HR & Administrative Talent.

· Good Command over Calculations.

· Familiarity with office practices & procedures. 

· Strong background of the UAE labor law. 

· Accomplishing and Motivating Leader. 

· Strong organizational and analytical skill.

· Highly capable oral & written communication.

· Ability to resolve employee relation’s issues.

· Effective Filing & Record Keeping.

· Quick Learner.

· Exceptional interpersonal & Negotiation Skill.


PROFESSIONAL EXPERIENCE
Admin, HR & Public Relation Executive - May 2016 to Jun 2018

Lima Heavy Industries LLC, Fujairah UAE 
· Maintained & Processed Employees file and monitored Employees document Status.
· Handled employees benefit compensation and full & final settlement.
· Preparing and submitting all relevant HR letters/documents/certificates as per the requirement of employees in consultation with management.

· Conducted first round of telephonic interview for the candidate for schedule the interviews.

· Worked with recruitment agencies to source for candidates for specific job positions.

· Scheduled and Organized meetings, travel & other company activities.

· Manage & Control employees Accommodation Camp & Catering 

· Served as support to the executive level management.

· Processed monthly pay roll for 400 Plus Employees.

· Initiated Purchase order and tracked Supplier Payment resolutions.

· Managed Employees Visa Process and Company all legal documentation.
· Processed all documentation for new hires and Terminations.
· Served as liaison between employees and Management regarding labor relation issues.
· Managed and records of staff insurance and ensuring timely renewal.
· Managed & Recorded company expenses and handled Petty Cash.

Admin, HR & Operation Executive - Oct 2011 to Dec 2015

Daeyoung Emirates Contracting LLC, Abu Dhabi, U.A.E.

· Managed worker's compensation and final settlement.

· Processed employee paperwork and kept an organized filing system that included all employee files and benefits information.

· Coordinated employment offers with management and extended offers to candidates

· Recorded office expenditure and managed the budget.

· Coordinated with overseas recruitment and overall assistance in mobilization of new recruitment. 

· Prepared all required Shipping document and coordinate with logistic agent for customs clearing and deliver the shipment to various project site.

· Booking and Arranged Airline Ticket for Managers business trip and employees vacation.

· Liaised between employees and management on any ongoing issues.

· Prepared and follow up the Purchase Order as per the material requisition from various project sites. 

· Prepare the supplier payment budget plan and report to top level management.

· Managed Account Receivable, Accounts Payable and Payroll document.

· Record & monitor employees data Such as Join date, Pay rate, Bank details, leave records etc..

· Received & deposited cash and cheque payments as well as reconciled records and bank transaction. 

· Handled invoice from Suppliers on daily basis.

· Coordinated with PRO for all Employees Visa Process & legal documentation

Administrative Executive – Feb 2009 to Sep 2011

Lima Heavy Industries LLC, Fujairah-U.A.E

· Scheduled & coordinated meetings, appointments & travel arrangement for Supervisors & Managers.

· Prepared Visa related document and coordinated with PRO for processing the document.

· Administer employee file and records in order to ensure accurate payment of benefits and allowance.

· Prepared and updated workers Vacation schedule, bonus Payment, Gratuity payment and final settlement as per the UAE Labor Law.

· Answer the incoming call in a professional manner.

· Maintained suitable and sufficient office stationary level.

· Establishing stationary requirements for the office.

· Assisted Procurement Manager with buying duties and prepared Purchase order for Supplier.

· Monitor the company vehicle salik and recharge the same promptly.
Operation Executive – Sep 2007 to Nov 2008

Tata Motors Finance Limited, Mumbai-India 
· Processed and record management of Administrative Expenses Voucher.

· Coordinated with various branches in relation to Administrative expenses.

· Checked invoice which is received from branches and issued cheque.

· Prepared daily MIS report in relation to payment process.

· Attended queries from various branches in relation to payment procedure of Administrative expenses and answering for the same.
PROFESSIONAL QUALIFICATION
· Master of Business Administration from Calicut University 2005-2007
· Bachelor Degree from Calicut University, Kozhikode-Kerala 2002-2005 
PERSONAL DETAILS
Date of Birth                         
   : 15th April, 1982.

Marital status                       
   : Married.

Languages known                
   : English, Hindi, Malayalam, and Tamil

Driving License   
               : LMV (U.A.E & INDIA)

Visa Status


   : Visit Visa 

Reference


   : Available upon request

DECLARATION
I hereby declare that, the above mentioned information is accurate to my knowledge.
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Dubai, United Arab Emirates








