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prakash 
EMAIL:         prakash-394695@2freemail.com
CURRENT LOCATION: Dubai

VISA STATUS: Visit Visa
OBJECTIVE
Highly flexible and multi-tasking individual with 11+ years  experience as a Manager in  Human Resource Management is looking to obtain a position as a Manager in Administration or in Human Resource Management to utilize my experience, knowledge and skills to fulfill the needs, goals, vision and mission of the company.

CAREER SUMMARY

· A company oriented professional with experience in recruiting, staffing, and retrenching people     possesses 11 years experience in HRM field. 
· Efficient in interviewing and assessing the people.

· Expert in recruiting the people according to the company policy.
·  Proficient in giving valuable decision and taking the feedback from the employees

·  Expert in taking the order from the seniors and giving the valuable suggestions.
· Good communication and interpersonal skills.
IT SECTOR
· Worked as a Network Administrator and Desktop Support Engineer in couple of organization for 7 Years
KEY RESPOSIBILITIES HANDLED
· Analyzing the requirement of organization.
· Understanding client requirements and deciding on the recruitment strategy. 
· Sourcing CVs from various channels such as referencing, company’s own database, Job -Conducting Drives, Walk-ins and personal interviews. 
· Analyze the quality people and contact them through phone, Email.
· Arranging for technical panels and coordinating at all levels of Interviews 
· Conducting HR interviews to check the candidate’s suitability for the requirement.

· Providing timely feedback to the client on their requirements and to the candidates on their interview 
· Conducting induction for new joiners to create awareness of the Recruitment function 
· Preparing and maintaining various MIS Reports like Tracker sheet, requirement and offer reports, to be sent to delivery heads and top management. 
· Recruiting people at all levels i.e. form experience range of 2-15 years for all permanent, subcontracting and direct positions.
· Organizing employee engagement programs, employee safety, welfare, wellness and health programs

· Handling the payroll, compensation and benefits administration

· Providing leadership, management, coaching, monitoring and direction to the employees to achieve targets.

· Planning and structuring of job advertisements on job portals.
· Responsible for mentoring new team members on the recruitment process and various active requirements. 
· Documentation of reports with regards to PF, ESIC, etc

· Organizing employee engagement programs, employee safety, welfare, wellness and health programs

COMPUTER SKILLS IN NETWORK AND DESKTOP SUPPORT
· Help Desk / Desktop Support, involving PC’s and Laptops, network printers and peripheral devices.

· Installing, configuring and maintaining different vendor, routers and switches.

· Planning ,Designing and Implementing structured cabling

· Proficient in network support, maintenance and troubleshooting

· Extensive knowledge of windows based operating systems, such as Windows 2000, XP, Vista, 7 and 8.
· Utilize the appropriate Active Directory tools to add, delete and modify group membership, and assign permissions for groups and individuals.
· Proficient in computer hardware support, maintenance and troubleshooting.
· Dynamic and Flexible can work without supervision and take initiative to identify and act on problems.
· Customer service oriented support various technical issues and desktop operation queries with the ability to respond in high degree of urgency to the needs and requests of others.
· Accurately provide and receive information in oral and written communications.

· Ability to multi task and can handle frequent interruptions.
PROFESSIONAL EXPERIENCE
 TOTAL EXPERIENCE: 17 YEARS AND 04 MONTHS 
DESKTOP SUPPORT ENGINEER 
                                 Aug 2002 to Jan 2004
Chennai,Pattukkottai.
DESCRIPTION: To provide a single point of contact for end users to receive support and maintenance within the organization's desktop computing environment. This includes installing, diagnosing, repairing, maintaining, and upgrading all hardware and equipment troubleshoot problem areas in person, by telephone, or via remote access in a timely and accurate fashion, and provide end-user assistance where required.
SYSTEM ADMINISTRATOR 


               
March 2004 to May 2006
Chennai, India
DESCRIPTION: Responsible for effective provisioning, installation/configuration, operation, and maintenance of systems hardware and software and Operating system related infrastructure. Responsible for designing, organizing, modifying, and supporting a company's computer systems. Designs and installs LANs, WANs, Internet and intranet systems, and network segments
NETWORK ADMINISTRATOR 




September 2006 to March 2008                   

Chennai,India
PROJECT: KNOWLEDGE MANAGEMENT
CLIENT: DEZIDE.COM., Denmark
ROLE: KNOWLEDGE ENGINEER

DESCRIPTION: Customers can start an intelligent guide to get help for specific problems or with specific products. The guide will take the customer through a sequence of questions and solutions until the problem is solved.
SENIOR OPERATION MANAGER (HRM) 

             August 2008 to July 2014
Singapore
· Resourcing, screening and short listing resumes through various job portals.
· Short listing the resumes based on the job requirement. 
· Conducting telephone and Personal interviews with the shortlisted employees. 
· Arrange interview through telephone and skype between employer and the employee.
· Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation. 
· Applying work visa for the employee with Ministry of Manpower Singapore.
· Ensure the Departure and Arrival of the employee, pick up from airport
· Assisting in various services like medical, thump print, Insurance and card collection from Ministry of Manpower
· Maintaining employee’s personal files and records of our Company. 
Designed Policies and Various HR Forms and Induction Program. 
· Tracking attendance, maintaining leave records, CPF records, issue letters, etc.
· Generation of Experience Letters, Relieving Letters. 
Preparing various letters like offer letter, appointment letter, confirmation letter, increment letter, transfer     letter, Absenteeism notice, warning letter,  experience/service certificate, relieving letter, etc.
· Advertising in internet classifieds and Job portals based on the client requirement
· Interacting with employers and employees world wide. 
· Travelling to India for recruiting workers and professionals for the bulk orders.
· Liaising with international consultants to source appropriate professionals for the employer requirement
MANAGER
INDIA         









Sep 2014 to till Date
· Planning and coordinating administrative procedures and systems and devising ways to streamline processes
·  Supervise and manage contractors and laborers at construction sites.
· Assessing staff performance and provide and guidance to ensure maximum efficiency
· Meet with architects, specialized trade employees, and civil engineers for the upcoming builds
· Ensuring that a construction project is completed on time and within budget
· Determine the specifications of the project. Negotiating contracts with external vendors to reach profitable agreements
EDUCATIONAL BACKGROUND
HIGHEST ACADEMIC QUALIFICATION – DEGREE


BACHELOR OF SCIENCE IN COMPUTER SCIENCE (B.Sc)
Year of graduation - 2002

AVVM SRI PUSHPAM COLLEGE, THANJAVUR INDIA

BHARATHIDASN UNIVERSITY  
HONOURS DIPLOMA IN COMPUTER APPLICATIONS

ORCHID SOFT SYSTEMS CHENNAI, INDIA
PERSONAL DATA

Citizenship: India


Current Location: Dubai


Current Visa Status: Visit Visa








Date of Birth: July 5, 1979


Place of Birth: India


Marital Status: Married	


              























