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OBJECTIVES
It has been a sincere desire of mind to work on a simulating job with good growth opportunities. I have in me all the skills required to be an excellent co-worker and I am confident of meeting any challenges or requirements needed to fulfill my obligations on a job to the utmost satisfaction of my superiors. My aim is to excel in my career through hard work and determination and have the will to achieve these goals by continuous learning and expanding my horizons.

PERSONAL DETAILS
Date of Birth     - 13.09.1982

         


Nationality    -
Indian 

Religion - Christian 





Visa Status    - Husband’s Visa

Marital Status  - Married 




UAE driving license - Yes

Languages Known    - English, Hindi, Malayalam 

QUALIFICATION  
M.B.A. with specialization in HR and Marketing –MG University- Dubai - 2006
B.Com with Accounting & Banking- MG University- India- 2002

HRMS training from Lotus Institute Dubai knowledge village- UAE- 2006

Well versed in MS office packages – Word, Excel, Power Point & Access, and Internet

Software packages- Focus, Oracle, Orion and facts

JOB EXPERIENCE IN DUBAI- U.A.E
	Company
	Position
	Report to
	Duration

	Right Bite Nutrition LLC-  Al Quoz – Dubai, UAE (F& B industry) 
	HR Generalist
	Managing Director
	2013 - 2014

	Mineral Circles Bearings FZE – Dubai, UAE (Automobile Industry)


	HR Officer
	HR Manager
	2009- 2013

	Aramco Emirates LLC-  Dubai, UAE (Construction & Contracting  industry)
	Office &  HR Administrator
	Administration Manager
	2008 - 2009

	Rak Bank  – Dubai, UAE

	Customer Service Officer
	CSM
	2004 – 2007


EXPERIENCE & SKILLS
· Experience in ERP process. 

· Experience in ISO Quality management system.

· Experience in HR, Payroll administration and Budgeting.

· Experience in Employee relation, Recruitment, Employee orientation.
· Experience in preparation of  Company policies, Employee hand book & SOP.

· Experience in Performance Management system and Setting up of KPI
· Well developed Decision making, communication and presentation skills.
· Optimistic, Organized, Hard working & Good team player.
STRONG AREAS TO WORK

· Human Resource

· Office Management & Administration

· Customer and Client Service

· Marketing
Main duties performed as HR Generalist
· Organizational Planning  and Structure 
· Development of  policies,  procedures
· Compensation and Benefits 
· Recruitment and Selection 

· Orientation, Training and Development
· Performance Management System
· Employee Relations

Duties performed as Administration & HR Officer
· Preparation of employee files and data. Maintenance of employee records (personal details, position, grade, salary, other allowances, medical insurance, appraisal outcomes, promotion, transfer, leave records, training and awards). 

· Monitor and update employee Time and Attendance system

· Monthly (payroll) salary preparation and bank transfer.

· Review of the job requirements and recruitment process. (Invite applications, arrange and review of CVs, short listing of candidates, schedule and conduct interview, prepare employment contracts, job description, hand book, files, and stationeries for new recruit)
· Identify company training needs, Prepare training manual, SOP, conduct internal training sessions with all departments. If needed discuss with external parties for the implementation of training programs, Conduct team building & motivational activities. 
· Development and implement new office system and work schedule

· Decide all type of admin support duties are needed each department

· Ensure the filing systems are maintained and up-to-date. 
· Monitor and maintain the validity of all the documents, trade license, security deposits, insurance receipts, contracts, labour card and visa related documents etc.
· Take initiative on employee services, Online visa processing, Employment visa, Medical, and Labour card, Employee welfare programs, Safety and Health Insurance.
· Initiate on employee relation activates, labour issues, code of conduct, corrective & preventive action, grievance handling, counseling, suspensions, termination and other related issues.
· Conduct exit interview and clearance

· Determines the appropriate compensation structure & grading system for the company using market trends and data, implements reward and recognition programs.
· Setting up the Performance management and appraisal system to help and boost employee performance, ultimately the productivity of business.   
· Maintain and monitor Leave types and overtime. Monitor and arrange the annual vacation, travel arrangements, leave salary etc.  

· Preparation of circular, memo, notice etc.

· Organize  and manage procurement of administration activities like, office supplies of stationary and equipment, furniture, renovation, repairs, transportation, company vehicles, printing and stationary,  post and emails etc.

· Prepare local purchase orders

· Make agenda and minutes of the meeting. 

· Monthly report, meeting and submission of action plans. 
· Involvement in management discussion with regards to organization policies and strategic development

· Network and build healthy business relationships and deal with the immigration & labor departments, company legal advisors related governmental bodies, banking sector, recruitment agencies and other business associates to ensure smooth and uninterrupted business operations. Assists with and coordinates benefit issues/problems with insurance companies, agents or corporate.
Duties performed as Customer Service Officer
· Handle Credit Documentation - Accepting, Verifying, Cross checking, and Attestation of all the documents for Account opening, Credit Card and Personal Loan. 
· Tele sales, meeting with customers, selling the bank products and attain monthly targets.

· Customer service and after sale service to the clients.

· Follow-up on security documentation on the above facilities for completion and timely submission of relevant documents on the retail facilities to the approval unit.

· Conducting periodic reviews and studies in the related areas to ensure all policies and procedures are in line with Standard Instructions policies and also in line with legal and government regulations.

· Control of credit assessment within the department and regular customer contact.

· Arrange Team meeting and preparation of minutes.

· Maintain daily office correspondences and daily call report. 

· Maintain and update filing system and all Audit related works. 

· Good Knowledge of Retail products – Personal Loans, Credit Cards, Vehicle Loans etc.,.

Family Details:

Father 

: Mr. K K John – Sr. Trainer in Emirates  Global Aluminum(EGA) Abu Dhabi

Husband
: Mr. Jethu Jacob – Stock Analyst in Dubai Aluminum ( DUBAL) Dubai
Yours truly,       

Ambily John
Ambily John


Mobile :055 4552004


Email: ambilykjohn@gmail.com


Dubai, UAE








