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Objective
To seek a challenging career in Human Resources that requires technical and innovative outlook that will utilize my qualification, experience and knowledge.
Profile
Implements Human Resources programs by providing Human Resources services, including talent acquisition, staffing employment processing, compensation, health and welfare benefits, training and development, records management, safety and health, succession planning, employee relations and retention.
MUZAMMIL 
Email: muzammil-405069@2freemail.com
Mobile: +971504753686
Personal Information
Date of Birth: 24-03-1983
Sex: Male
 Nationality: Indian Marital Status: Single Religion: Muslim
Areas of Expertise
HR & ADMIN Supervision
Payroll Process
HR ERP software’s like EZWARE &  Handling Staff & Labor insurances Transport & facility supervision Recruitment
Handling PRO , Camp boss & drivers
My Strength
Team Player Hard Working Quick Learner
Ability to Work Independently
Great communication skills
Languages Known
     English (Read/Write/Speak)
     Hindi (Read/Write/Speak)
     Marathi (Read/Write/Speak)
     Gujarati (Read/Speak)


Extremely   talented,   self-motivated   with   background   in   Human   Resources
Functions, Administration, Transport & Facilities Department.
8 year Professional Experience in UAE
CONTRACTING , AL KARAMA, DUBAI  (April 2007 till June 2019)
Profile: HR /Administrative Officer
Job Description as HR/ Administrative Officer
          Supervise day-to-day HR & Administration end-to-end operations.

Being   the   first   point   of   contact   for   all   general   HR   enquiries, administration and correspondence.
          Monthly payroll processing.

Handling  HR  ERP  suite  (EZWARE  HRMS)  for  payroll,  leave,  time  sheet management & associated operations.
          Preparation of Employee End of Service for LLC  companies.

Preparation of all HR related NOC letters, salary transfer letters, salary certificates and experience letters.
          Handling labor recruitments, preparing offer letters & their insourcing.
          Maintaining and updating the recruitment records & employee file.
          HR record storage & Management.
          Coordinate  with  PRO  &  Prepare  documents  for  visa  processing  &
renewing.
          Sourcing & renewal of labor, staff & vehicle fleet insurances.
          Air ticket & trip management for HR & business related activities.
          Handling  different  insurance  like  Staff  &  Labor  medical  insurance,
workmen’s compensation insurance.
          Coordinate with camp boss for facility arrangements in camp.

Arrange quotations from different suppliers for camp related& facilities purchases.
          Supervision for  scheduling labor  and  staff  daily  transportation &  HR
related daily transportation jobs.

Arrange  quotations  of  new  vehicles  &  machineries  from  different suppliers for purchase whenever required.
          Arrange vehicle insurance & vehicle accident insurance recovery.
          Labor over time calculation & submission is for the departmental head
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
Development of an employee-oriented company culture that emphasizes quality, motivation, continuous improvement and high performance.

 CLUB HOLIDAYS, INDIA-MUMBAI  (March 2009 to March 2010)
Profile: Sales executive
          Assist & report to the General Manager.
          Provide day-to-day support & assistance to sales executives/engineers and coordinated sales related functions.
          Developing and communicating sales support strategy to sales team and functional managers.
          Handling of enquiries from new/existing clients until order to closure of job.
          Prepare accurate & timely quotations, order entry, invoicing, order tracking, gate pass, delivery note and reports.
          Prepared clear sales analysis, as well as sales reports, sales-order status, sales agreements and presentations.
          Execution of Purchase Orders & follow up till delivery.
          Prepare and modify documents including correspondence, reports, drafts, memos and emails.
          Liaising with finance, sales, warehouse, logistics and technical teams.
          Maintaining a clear documentation procedure as per ISO standards for easy retrieval & tracking.
          Maintaining and developing relationship with existing customers via telephone calls and emails.
          Developing and nurturing customer relationships.
          Ensuring all site and customer objectives are achievements
Academic Profile
                                             T.Y.B.COM APPEARED (2007-2008)
              H.S.C PASSED BY SECOND CLASS(2004-2005)
              S.S.C PASSED BY SECOND CLASS(2002-2003)
Professional Skills
                                             Office Automation course completed in 2008 (Tally/Excel/Word)
References
To be furnished upon request.
Declaration
I hereby declare that the above particulars furnished by me are true to the best of my knowledge and belief. I assure you, if
I am given a chance, I will execute my work to achieve organizational goals and fullest satisfaction of the management.
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