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 OBJECTIVE:    To secure a position as a HR Administrator in an established, professional company that boasts 


    a Dynamic work environment and an outstanding reputation. 

PROFESSIONAL EXPERIENCE:  Working as HR Administrator in Specialized Industrial Services (SISCO)       
                                                   Jubail (KSA) since 05 Mar 2018 - till date.
Company profile

Specialized Industrial Services (SISCO), is KSA’s foremost construction company in Jubail. Provides construction services for Oil & Gas gathering, upstream, midstream and distribution pipelines. Installing & maintaining oil & natural gas pipeline systems can be a major undertaking, however SISCO is equipped with the innovation, capabilities & resources to meet any demand on-time and on-budget. Our core competencies extends throughout the Kingdom and embody our years of professional construction experience. Our excellent staff works to achieve the highest levels of safety and quality for each project, ensuring that the oil & natural gas pipeline can withstand extreme pressure and environments with long-term reliability and safety.
Professional Profile

· BSc COMPUTER Graduate with 4 years of experience working Specialized Industrial Services (SISCO) as HR Administrator in HR Dept & performing clerical and front desk tasks.
· Hands on experience in devising, implementing and maintaining core office systems.
· Highly skilled in providing clerical & administrative support to all departments as per policies.
Skills

· Excellent writing and communication skills.
· Full understanding of rules and regulation for the KSA and Middle East.
· Full understand of International HR rules and regulations

· Ability to perform financial addition.
· Good analytical skills.   

· Strong computer skills.
· Advanced skills in Microsoft Excel including Lookups, logical functions, pivot tables & charts.

· Good management skills.
· Energetic, Innovative & Strategic thinker.

· Self-motivated, ability to multi-task, establish priorities and organize work load.

· Able to type 40 WPM

· Able to cultivate relationships at all levels.

· Friendly team player.

· Adaptable and handles challenges with a smile.

· Well-developed time management skills.

· Motivated and not afraid to show initiative.

· Strong knowledge of inventory models.
· Able to understand logistics operations.
Responsibilities

· Creating & maintaining files and record of all company employees. 
· Handling and planning staff vacations and all related requests.
· Work on day to day HR matters for smooth workflow.
· Joining formalities, Orientation and Induction of new employees.

· Supervision of Personnel aspects like attendance, leaves and time cards etc.

· Develop and monitor overall HR strategies, systems, tactics and procedures across the organization
· Respond and interact to the staff Emails, calls, and meetings during the working hours.
· Processing all employees request such as Leaves, Vacations, Resignation, Change of profession in contract, Salary Increment, Salary Certificate, Warning Letters, Driving Licence etc.
· Processing all the activation & deactivation of allowances like food allowance, Aramco Certification allowance, mobile phones allowance, Family accommodation, fixed allowance etc.
· Conducting exit interviews and complete the procedures of cancellation.
· Preparation of End of Service settlement & clearances of employees exiting the company.
· Preparation of Annual Leave settlement according to the annual leave plan.
· Coordination for the administration of employee performance appraisal form to counsel employees in career prospects, personal issues and job related issues.

· Complete co-ordination with overseas clients for screening and shortlisting of CV’s and scheduling interviews.
· Maintain employee head count report and fulfilment of the existing vacancies.

· Prepare & maintain Timesheets of the staffs.
· Maintaining passport of all the employee’s and notifying them when expired. 
· Payroll preparation and administration.
· Handling Manpower requests for all projects & departments in fulfilling their Manpower need.
· Resolving employee queries and grievances on time and effectively.
· Independently handling all types of correspondences through letter, emails and telephone.
· Planning the training and development program for enhancing the staff skills and to improve the quality of     services provided to our clients.
· Familiar with company Policies & Saudi Labour Law.
· Manage, Enhance, create company Policies.
· Manage payroll systems, and keep track of records and files
· Controlling and monitoring expiry dates of all types of company license for all branches.
· Attend and coordinate staff and business meetings.
· Arrange fleet transportation service to airport for every departure & arrival of employees.
· Complete coordination with the Labour Camp management (staff accommodation) for registration of each staff, room allocation and providing the amenities to the staff.

· Maintaining good environment and healthy employee relation.
Software skills

1. Basic Knowledge of SAP (PP Module)

2. Basic Knowledge of C, C++, JAVA, VB Dot Net.

3. Basic Knowledge of Web Design

4. Good Internet Exposure.
5. Good Knowledge of MS OFFICE & MS Excel
EDUCATION & CREDENTIALS

	EDUCATION


	UNIVERSITY/BOARD
	YEAR OF PASSING
	 BRANCH
	AGGREGATE (%)

	SSC
	MUMBAI BOARD
	2006
	General
	50.00 %

	HSSC
	MUMBAI BOARD
	2008
	PCM
	41.17 %

	GRADUATION
	MUMBAI UNIVERSITY
	2011
	COMPUTER
	Second Class



Academic Project

	Title
	SALES MANAGEMENT SYSTEM

	Team Size
	1 Candidates

	Project details
	SALES MANAGEMENT SYSTEM FOR FURNITURE SHOP in VB dot net

	Duration 
	6 months


LEISURE INTERESTS

· Listening to music, Surfing on Internet, Blogging and Writing Reviews in Internet.

· Reading Books, Playing Cricket, Watching Movies, Riding Bikes.

· Willing to work hard & enthusiastic at any time.

· Have participated in various sports and athletic events in school and college and won applauds.

OTHER PARTICULARS

      Name


: Tausif Shaikh Ali Raut

      Languages Known  
: English, Hindi ,Marathi

      Date of Birth

: 06th May 1993
      Nationality                      : Indian

      Marital Status                  : Unmarried
      Address            
            : 71,Hal- Budruk, Khopoli, Post- Shilphata, Dist- Raigad , Pin Code :410203

DECLARATION


                    I hereby declare that above mention fact are true to best of my knowledge


Place: 


Date: 
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