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CAREER OBJECTIVE
To seek challenging opportunity an organization where I can prove and improve my professional skills and capability through sincere effort while at the same time being resourceful, innovative and flexible. The ideal atmosphere would be entrepreneurial and one in which new ideas are welcome and decision making is required.
PERSONAL SUMMARY
Very capable with an ability to deal with all the recruitment and resourcing needs of an organization. Experienced in providing timely and up to date HR advice to both managers and employees whilst at the same time making sure both the employee and employers interests are best represented. Extensive knowledge of working practices, recruitment, pay, conditions of employment and diversity issues
HIGHLIGHTS
· Staffing and Recruiting 
· Employee Relations
· Performance Strategies
· Coaching and Training
· Interviewing expertise
· Payroll expertise
· Benefits Administrator
· Employee Handbook Development
· Employment law knowledge
QUALIFICATIONS

· In depth knowledge in Human Resources Administration Works.
· Efficient in Managing and Recruiting Area.
· 6 years 3 months as a Human Resource Officer.
· 2 Year as a HR Executive.


CAREER EMPHASIZES


Organization		: Berge Construction W.L.L, Doha, Qatar
Designation	: Human Resource Dept. as a HR Officer.
Duration	: December 24th, 2015 to February 04th, 2018

Job profile
   Recruitment
1. Pre recruitment
· Coordinating and collecting Manpower Histogram from Departmental Head/Project Manager and scheduling the Manpower Histogram.
· Bugetizing each project according to the Manpower Histogram and sending for the approval.
· Prepare and update the Manpower Requsition Form (MRF) according to the Manpower Histogram and attach with Job Description of each designation. Finally forward it for higher approval.
· Prepare notice and advertisement for open vacant position through Newspaper, Job Portal and social Medias
· Schedule and Organize interviews and short list the selected candidate 
· Prepare and update the Interview Assessment Form for each candidate signed by interviewer.
· Prepare the offer letter for selected candidate and timely sending to concern candidate
· Conduct reference checks on possible candidates.
· Assist the PRO for Visa Procedure for selected candidates. 
· Arrange the accommodation and other facilities for new employees
2. Post Recruitment.
· Arrange the travel facility and accommodation for new employees
· Complete the joining procedure for arrived/newly joined employees
· Prepare the PIF(Personal Information File) as per IMS Procedure.
· Prepare the papers for visa stamping (coordinating with PRO)
· Allocate the work site and coordinate with Project Manager/Operations Manager
· Ensure that all newly employees are on duty for the next day

3. Providing support to Managers and  staff

· Preparing the accurate job description and ensure that all are in placed in all PID(Personal Information Data)
· Prepare Probation Assessment before completing Probation Period 
· Providing advice and assistance when conducting staff performance evaluation
· Prepare performance appraisal in every three month in accordance with IMS Procedure.

4. Monitor staff performance and attendance activities.

· Monitor daily attendance. 
·  Investigate and understand causes for staff absences. 
·  Recommend solutions to resolve chronic attendance difficulties. 
·  Provide basic counseling to staff that have performance related obstacles. 
· Provide advice and recommendations on disciplinary actions. 
· Monitor scheduled absences such as holidays or travel and coordinate actions to ensure the staff absence has been adequately covered off to ensure continuity of services. 
5. Prepare Outgoing   letters, Inter Office memos, warning letters and Circulars regarding management acknowledgement to employees and delivering on time to the department and employee concern 
6. Prepare  the payroll on the basis of daily attendance and finalize the same after getting approval from all the concern managers

· Prepare the salary slip on the basis of approved pay sheet and distribute to the concern employees
· Prepare the CSV (Comma Delimited) File as per WPS Procedure and sending to the bank for further procedure.
· File the entire document after completing the salary procedure.

7. Perform as admin coordinator as required.

8. Perform other related duties as required





Organization		: Great Talent Trading & Contracting W.L.L, Doha, Qatar
Designation	: Human Resource Dept. as a HR Officer.
Duration	: April 14, 2015 to December 15th, 2015 

Job Profile
1. Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.
· Provide advice and assistance to supervisors on staff recruitment 
·  Prepare notices and advertisements for vacant staff positions. 
· Schedule and organize interviews 
·  Participate in applicant interviews 
·  Conduct reference checks on possible candidates 
· Prepare, develop and implement procedures and policies on staff recruitment

2. Providing support to Managers and  staff

· Ensuring that accurate job description are in place
· Providing advice and assistance when conducting staff performance evaluation
· Identifying training and development opportunities.
·  Providing staff orientation
 
3. Monitor staff performance and attendance activities.
4. Monitor daily attendance. 
5.  Investigate and understand causes for staff absences. 
6.  Recommend solutions to resolve chronic attendance difficulties. 
7.  Provide basic counseling to staff that has performance related obstacles. 
8. Provide advice and recommendations on disciplinary actions. 
9. Monitor scheduled absences such as holidays or travel and coordinate actions to ensure the staff absence has been adequately covered off to ensure continuity of services. 

10. Provide information and assistance to staff, supervisors and Council on human resource and work related issues.
· Develop and implement a human resources plan and personnel management policies and procedures 
· Promote workplace safety. 
· Provide advice and assistance to staff and management on pay and benefits systems 
· Explain and provisions of the personnel policy. 
·  Arrange for the repairs of computers and other office equipment and assist with organizing staff to carry out work due periods of equipment shutdowns. 
·  Attend Council meetings to provide information, when necessary.

11. Perform other related duties as required

Organization		: Saudi Catering & contracting Co., Kingdom of Saudi Arabia
Designation	: Human Resource Dept. as HR Officer.
Duration	: July 24, 2011 to December 23, 2014 

Job Profile	: 
· Coordinating the short listing and select the suitable candidate from application.
· Organizing and arranging interviews for candidates.
· Conducting interview with job applicants, asking relevant questions. Writing job specifications and designing job adverts. 
· Providing employment references from existing employees. 
· Writing the terms of employment & contracts for new employees. 
· Conducting inductions for new employees. 
· Deciding which online job sites & newspapers to advertise jobs in. Conducting pre-employment checks on job applicants i.e. references, medical approval, academic etc. 
· Assisting in the set up and maintenance of client & candidate databases. 
· Handle employee terminations, grievance and other difficult situations in a sensitive, fair and respectful manner, working closely with legal counsel, supervisors and management
· Identify talent and aspirations of individual employees and provide coaching aimed at motivating them to undertake the necessary training required to advance their careers within the company
· Plan and develop on-the-job training programs for line employees and career development programs for managers with a focus on retaining existing talent and reducing employee turnover
·  Dealing and advising on disciplinary and grievance procedures. 
· Developing & improving existing HR procedures and processes. 
· Making sure that any promotions, transfers and pay rises take effect as planned. 
· Working closely with various department especially assisting line managers to understand and implement policies and procedures
· Developing and implementing policies on issues like working conditions, performance management disciplinary procedures and absence management.
· Advising on pay and other remuneration issues including promotion and benefits.
·  Undertaking regular salary reviews.
· Prepare letters, memos, warning letters and delivering on time to the department and employee concern 
· Over all view of HR administration and preparing agenda for meeting with departmental Mangers and Heads.
Achievements

· Administrating pay Roll and maintaining employee record
· Advising and assisting on employment law
· Planning and sometimes delivering induction training for new staff
· Analyzing training needs in conjunction with departmental managers
· Certificate appreciation from Aramco Saudi Oil Company
· Internal Auditor IMS Certificate.



Organization	: TELSA TRADE & EXPORTING Co.
Designation	: HR Executive 
Duration	: 2 years

Job Profile	: 
· Coordinated the recruitment as per requirement 
· Arranging safety program for the employees
· Check the complaints of employees accordance with company law 
· Provide clerical clarification to the queries from the management 
· Receiving and managing the clients
· Managing Billing and Documentation 
· Maintain all record up to date
· Prepare and reply to all the mails pertaining to the company
· Supervision of all clerical and administrative jobs
	



ACADEMIC CREDENTIALS

Master of Arts in English Language and Literature   from Annamalyi University, Tamil Nadu in 2010
Master of Business Administration in Human Resource Management is currently doing in Annamalayi University, Tamil Nadu 
Bachelor of Arts in English Language and Literature from Kerala University, Kerala in 2007 
XII form Board of Higher Secondary Examination, Kerala in 2004.
X from Board of Public Examination, Kerala (SSLC) in 2001.
    

ATTAINMENTS:
· CERTIFICATIONS
· Medical Transcription Diploma
· Level 1 Award in Principles of Health and Safety in the workplace from Highfield
· Induction Course certificate from Saudi Catering and Contracting Co..
· Internal Audit Certificate for ISO auditing 
SOFTWARE SKILLS
· MS-Office Tools –MS Excel, MS Word, Power Point 
· Photoshop
· Typing speed 45 w/m


STRENGTHS 
· Strong communication and interpersonal skill. 
· Commitment and dedication. 
· Abilities in handling multiple priorities, with a bias for action and a genuine interest in personal and professional development.
· Interested in working with a team as well as an individual.
· Motivator towards colleagues 
· Confident and Negotiating 

AREAS OF INTEREST 
· Office Administration and Business
· Reading
· Travelling 
· Playing Games
· Poem writings 
PERSONAL DETAILS 

Father’s name			: T V Thomas
Date of Birth			: 16th December 1985
Nationality			: Indian
Marital Status			: Married
Sex				: Male
Languages Known		: English, Hindi, Tamil, Malayalam and Arabic
Passport No			: P6993539 valid up to 25.07.2017
QID Number			: 28535663872 valid up to 20.10.2018

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

Yours sincerely,
Alex Thomas
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