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OBJECTIVES & SUMMARY:

To be employed in an esteemed company where there are opportunities for advancement and career growth. Willing to undergo trainings and seminars to efficiently carry out the position where I will be assigned.

Supervision of all administrative function within the department and area of responsibilities with over eight years of experience in the field of Administration the part of Human resources, Finance and Accounting.

SKILLES:

	▪
	Organizational Skills
	▪
	Team Building

	▪
	Quick learner
	▪
	Excellent multi task ability

	▪  Very good in customer service Oriented
	▪
	Microsoft Office Expertise

	▪  Reliable and hard working
	▪
	Friendly nature

	▪  Very good dealing with other
	▪
	Decision making acumen.

	▪  I have the ability to control anger
	▪
	Payroll Processing and Administrator

	▪  I have good skills in dialogue and listen
	▪
	High accuracy

	▪  Accounts receivable and payable
	▪
	Data Management


	▪
	Exit Interviews
	▪
	Documentation Expertise

	▪
	Records maintenance
	▪
	Clear Oral/Written Communication


· Skilled in handling large workforces, maintaining peaceful & amicable work environment in the organization and in initiating measures for the benefit of people in the organization.
· Possess strong knowledge of Oman labor law and I am equipped with all labor law, pertaining to GCC Country quickly.
EDUCATIONAL CREDENTIALS:

· Post Graduate – Master of Business Administration (MBA) from India.
· Graduation - Bachelor of Commerce (B.com) from Ranchi University, India
CERTIFICATION:

· Diploma in Computer Application from Indian Institute of Software Technology (IIST) Ranchi India - Microsoft Office (MS Word, Excel, Power Point, Outlook etc…)
WORK EXPERIENCES:
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	Project Name
	
	:
	Musandam Gas Plant (MGP) Project

	Address
	
	:
	Musandam, Sultanate of Oman

	Position
	
	:
	HR & Admin Officer (Labor Affair Staff).

	Immediate Superior
	:
	Mr. Duk Jae Lee -Admin. Manager

	Inclusive Date
	
	:
	May, 2013 to June 2018.

	Company
	
	:
	Bhrtiya Samruddhi Finance Ltd.

	Address
	
	:
	Lohardaga Jharkhand India

	Position
	
	:
	HR cum Finance Executive

	Inclusive Date
	
	:
	September, 2010 – March, 2013

	Company
	
	:
	Shree Shakti Green India Bio plantec.

	Address
	
	:
	Panadra, Ranchi, Jharkhand India

	Position
	:
	
	Admin. Assistant (Accountant)

	Inclusive Date
	
	:
	May, 2007 to April, 2008
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MY QUALIFICATIONS ARE NOT LIMITED TO THE FOLLOWING RESPONSIBLITIES:

HYUNDAI ENGINEERING CO., LTD.

Musandam Gas Plant (MGP) Project

Musandam, Sultanate of Oman

HR & Admin Officer (Labor Affair Staff)

HR

· Coordination with each department regarding manpower requirements until the candidate is on board as an employee i.e. posting advertisements, shortlisting CVs, arranging interviews, reference verifications, issuing offer letter, coordination for visa documents, travel arrangements etc.
· Coordination with the Public Relation Officer on work permit & visa processing for new & renewal, cancellation etc.
· Prepare and issue offer letters, employment agreements, service letters, NOCs, salary certificate, warning letters, manpower supply agreements etc.
· Prepare and maintain individual employee file and update and modify job descriptions within all departments.
· Coordination with the agencies and vendors regarding financial issue and further issues regarding purchase order and arrangement their schedule on the site.
· Assist employees with provision of business cards, time sheets, posting notices, leave request, salary advance, passport request forms or personnel detail forms etc.
· Work with Admin & HR Manager in creating fair and consistent HR policies and procedures.
· Manage the Payroll Master file and update any related salary changes i.e. absences, leave, increment, terminations, new hires, etc.
· Monitor annual leaves entitlement and encashment, end of service benefits entitlement and ensure that all calculations are accurate.
· Monitor staff performances & activities and coordinate with the relevant manager in issuing salary revision letter based on evaluation, notices and /or warning letters against disciplinary actions.
· Support recruitment team with weekly update on recruitment progress.
· Interpreting and advising on employment law.
· Report weekly and when required to recruitment and staffing regional management for progress update and further instructions
· Preparing staff handbooks.
· Advising on pay and other remuneration issues, including promotion and benefits.
· Undertaking regular salary reviews.
· Negotiating with staff and their representatives (for example, trade union officials) on issues relating to pay and conditions.
· Dealing with grievances and implementing disciplinary procedures.
· Developing with line managers HR planning strategies which consider immediate and long-term staff requirements.
· Promoting equality and diversity as part of the culture of the organization.
· Liaising with a wide range of people involved in policy areas such as staff performance and health and safety.
· Responsible for providing current recruitment knowledge and trends within the market overall and also for multinationals.
Admin

· Provide quality administrative support to the Admin & HR Manager of the company i.e. diary management, handling business meetings/appointments, employee relations etc.
· Prepare business related correspondences
· Circulate internal memos and/ or announcements.
· Coordinate for group medical insurance for all employees.
· Coordinate with camp boss for accommodation and transportation.
· Provide administrative support to project sites and offices as and when required.
· Visit branch offices and project sites as and when required in coordination with Line Manager.
· Perform other duties and related activities that maybe assigned from time to time.
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Bhrtiya Samruddhi Finance Ltd.

HR cum Finance Executive,

HR,

· Time keeping
· Recruitment
· Payment Processing
· Data updation of employees.
· Bill / Job Charge verification
· Visa Formalities
· Administration
· Conflict Management
· Stakeholder Management
· Responsible for daily uploading of attendance
· Ensure of entries of all leave/OD/Tour application sanctioned the same day
· Responsible for updating and recording of attendance of all on roll employees
· Responsible for plant recruitment for operator & officer level
· Responsible for entries of all the deductions and calculation of arrears before preparing the salary for the month
· Responsible for salary processing and prepare the salary sheet and ensure for sending the sheet to accounts department
· Responsible for processing the apprentice’s salary, OT & RR at given time.
· Responsible for updating of complete data of the employees at the time of joining, and as and when required
· Checking the Job work sheet coming from the various departments
· Check the purchase order along with the bills
· Send the Job Verification Bills to the store department for further processing.
· Coordinating with the PRO for required documentation for visa processing on the day of joining.
· Ensuring appropriate follow up for visa related formalities in liaison with the company PRO
· Up keeping of all visa documents& allied things in the employee file
· Processing and clearance of bills
· Maintaining the stocks of required essentials
· Display of daily birthdays
· Co-ordination in employee engagement& other events
· Ensuring the maintenance of company camp, villa & guest house accommodation and managing the requirements as and when required.
· Managing the drivers & their schedules
· Able to keep composed in ambiguous situations, think clearly, understands the point of conflict and make one available for resolving the situation maintaining a professional approach.
· Able to develop working understanding with key stakeholders and deliver as per the line of expectation
Finance,

· Prepares asset, liability, and capital account entries by compiling and analyzing account information.
· Documents financial transactions by entering account information.
· Recommends financial actions by analyzing accounting options.
· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.
· Substantiates financial transactions by auditing documents.
· Maintains accounting controls by preparing and recommending policies and procedures.
· Guides accounting clerical staff by coordinating activities and answering questions.
· Reconciles financial discrepancies by collecting and analyzing account information.
· Secures financial information by completing data base backups.
· Maintains financial security by following internal controls.
· Prepares payments by verifying documentation, and requesting disbursements.
· Answers accounting procedure questions by researching and interpreting accounting policy and regulations.
· Prepares special financial reports by collecting, analyzing, and summarizing account information and trends.
· Maintains customer confidence and protects operations by keeping financial information confidential.
· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.
· Accomplishes the result by performing the duty.
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Shree Shakti Green India Bio plantec.

Admin. Assistant (Accountant)

· Perform daily accounting processes including journal entries, account reconciliations, and general ledger transactions
· Perform monthly analysis of revenue, expense and business mix budget variances and identify reasons for differences
· Interacting with Customers, Seeking New Clients, to meet multiple objectives within an organization.
· Making all payroll system that includes arrange all the working time of the worker and finalization of their settlement
· Sales and marketing of products..
· To handle corporate presentations, documents, proposals.
· Managing the expectations of the customers with development team to create solutions and monitoring team etc.
· Summarizing day to day accounting.
· To Make Final account
· Handle petty cash. Deposit cheque & cash into bank.
· Receive and process all invoices.
· Insure financial records are maintained in compliance with accepted procedures.
· Collects & payment cheque and cash
· Recover debt money.
· To make account up to date & make MIS report.
· Payment salary & maintain register.
· Purchase material & send to site as required
· Protects organization's value by keeping information confidential Provide quality administrative support to the Admin & HR Manager of the company i.e. diary management, handling business meetings/appointments, employee relations etc.
· Prepare business related correspondences.
	PERSONAL INFORMATION:
	

	Birth Date
	: June 02, 1987

	Height
	: 172 cm.

	Weight
	: 70 Kg.

	Gender
	: Male

	Marital Status
	: Unmarried

	Languages
	: Hindi, English, Urdu

	
	

	
	
	

	
	

	
	

	
	

	
	

	
	


DECLARATION

I hereby declare that all the above information is true to the best of my knowledge.

[image: image13.jpg]


[image: image14.jpg]



Shoaib
Page 4

