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Objective:


To join a reputed organization where my

Experience, knowledge and skills can be fully utilized
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 
Muneeeb Marble and Maintenance Services LLC since 1st February 2020 up to date.

Working as HR Executive for 152 Employees. All HR related work. Solving of HR issues of the employees. All Insurance’s for medical Auto and WCP. Handled Data base of employees .All leave and gratuity and other financial issues, Handling employee Payroll. Maintained company documents such as Renewal of Office Tenancy Contracts, Renewals of different agreements with other companies, Organized Employee Reward programs Birthdays and company activities.
Safetech Technical Services LLC. Since 18th January 2018 up to 31st January 2020

Working as HR / Admin and Accounts Coordinator, follow up with pending payments, Handling Staff Payroll, All HR related work.  

 
handling staff from Hiring to the end of service, re-arranged the office with system of filing. Maintained company documents such as Renewal of Office Tenancy Contracts, Renewals of different agreements with other companies, Organized Employee Reward programs Birthdays and company activities.

Quickstep Technical Services 

Facility Management and Maintenance Services. Worked as Office Coordinator from October 2013 Up to November 2017.

Handled all projects from the survey report to the 

Job completion report. Followed Clients on Pending Quotations Pending payments etc. 
Handled HR Department in all staff from Hiring to the End of service. Created Office Filing system in all departments.
Globaleye Insurance Brokers 

Worked as an Administrator for 4 Wealth Managers, from February 2009 till December 2012

 Taking valuations, Illustrations of different products, servicing customers, organizing events ( i.e Lunch outing mostly with 5* hotels) Arranging  transportation to hotels for the top producers by Limousine services etc.
Corderoy International 
Worked as PA to the Director in Dubai Branch (British Project Management Company) from December 2007 up to 23rd January 2009 

Provided secretarial assistance to the manager.

Planning appointments for the manager.

Maintaining easy access to documentation by developing an efficient filing system. Typing of all memos, correspondence.

Responsible for monitoring, Maintaining and arranging supporting files and documents prior to his meetings.
Continental Insurance 
Worked as a Front Office Coordinator in Dubai Head Office

Brokers


from 2006 November – November 2007 
Dealing with guests, clients and consultants Meeting & Greeting, Sort out Courier incoming – outgoing, Meeting Room Diary management, Coordinated Events (Awards Night ) Birthday’s  etc
Lords Hotel Dubai 
Worked as Secretary to General Manager from 1999 September - October 2006
In a 4* hotel in Deira,  

Provided secretarial assistance to the manager.

Planning appointments for the manager.

Maintaining easy access to documentation by developing an efficient filing system. Typing of all memos, correspondence.

Responsible for monitoring, Maintaining and arranging supporting files and documents prior to his meetings.
Worked as a Secretary to the Human Resources Manager

Making appointment letters for employees.

Maintaining files of the employees.

Coordinate with H.R.M to make decisions.

Arranging all types of visa’s for staff & guests

Arranging travel documents for staff & guests
Worked as a Secretary to the for Sales Manager

Quotations for the companies for group bookings.

Room Rates for companies according to the seasons.

Banquet Correspondences 
Major Strength

Good Communication Skills





Good Knowledge of Hotel Sales





Good Knowledge of Human Resources

Education 


General Certificate of Education Advance Level

Driving License

Holding UAE Driving License

Personnel Details

Nationality


:
Sri –Lankan

Religion


:
Christian
Visa Status 


:
Transferable Visa
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