WASIM KHAN

Mansouza Apartment, Flat No.206, Hall Village Road Kurla (W), Mumbai-400070. 
Contact: 9820622584, +91-22-25032805, E-Mail: wasimdecdec@gmail.com
PROFESSIONAL SUMMARY
· Working as HR Executive for Hitachi Zosen in Qatar since 2016.

· Experience of 2 years in Oman for Consolidated Contractors as HR Executive.

· Experience of 6 years in Saudi Arabia for S.A.KENTZ as HR Executive.

· Experience of 3  years in  Kuwait for Eurest Support Services as Warehouse Supervisor and 6  
months experience in Qatar for Qatar Aircraft Catering Company as a Store Keeper

SOFTWARE SKILLS
· HRMS– Human Resource Management System Time

·  HRIS  - Human Resource Information System (PAY TRAX)

KEY SKILLS

· Payroll, Time Management , Recruitment, Compliance
PROFESSIONAL EXPERIENCE

Hitachi Zosen Corporation Ltd. 
Umm Al Houl Power Project

As HR Executive in Qatar.








Oct’16- Jan’20
• Reviewing resumes and applications, conducting recruitment interviews.
• Maintaining HR records, such as those related to compensation, health and medical insurance
• Training new or existing employees, Explaining the organizations HR policies to the employees.
• Preparation of salary statement, Handling the full and final settlement of the employees
• Preparing and submitting all relevant HR letters/documents/certificates of employees.
• Ensuring statutory compliances for PF withdrawal, annual returns, factory license, labour law 
• Preparing timely distribution of salary, bonus, increment salary slip.
• Recording, maintaining and monitoring attendance to ensure employee punctuality
• Conducting employee orientation and facilitating newcomers joining formalities
• Maintaining and regularly updating master database (personal file, personal database) of each
• Payroll, looking after the muster Keep contact with bank to open Salary Account for new joinees
• Generating attendance for all employees and maintaining accordingly
• Solving salary issues, compensation, grievances
• Conducting the performance management process quarterly as well as yearly
• Conducting exit formalities for resigned employees
• Preparing & issuing release letter to resigned employees, Conducting clearance formalities for resignees
• Maintain HRIS in the form of Soft Copy
• Recruitment of Staffs (Review of Manpower Requirement of all the departments, conducting
   Interviews as per requirement, Select and recruit suitable candidates, Preparation of Offer letter,
   Joining 
Consolidated Contractors Co.
Batinah Expressway Project P6
As HR executive in Oman.







May’14- Aug’16
· Recruitment: - Depth knowledge of recruitment cycle. Understand the Job requirement and sourcing the best-fit resume against the job requirement. Handling First round of HR interview in order to judge the candidate suitability, Professional Experience and Qualification, Communication skills and Projects. Coordinating the various rounds of meeting, and final interviews.
· Joining Formalities & Induction: - Providing - Joining kit, Appointment letter, Access card, Visiting card, Employee manual, creating email id, Coordinating with bank for opening salary account. Attendance, Leave Management, Payroll, Salary and wage administration. Generating attendance reports from biometric system, late mark, half day, without pay. Updating leave register, leave cards .Preparing Salary Sheet, transfer sheet & Pay slip, Bonus Calculation, Keeping Track of LTA & Medical Allowance
· Payroll Management: - Calculating the monthly leaves & number of working days and other deductions. End to end processing of company's payroll(s). On-going maintenance of payroll system and leave planning system
S.A.Kentz Co.Ltd.
Safco-iv Project Ammonia Plant, JUPC Petrochemical Project, Sharq Project,

Sharq 3rd Expansion Project, Sabic-Hadeed Project
As HR Executive in Saudi Arabia.







May’06- Jul’13

· Have assisted in setting up: HR Manuals, Policies, Procedures, Training &   Development Modules, and Recruitment & Hiring.
· Recruitments managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements. Handling end to end recruitment activities.
· MIS To ensure Employee Master Data is up to date, any employee joining any location the Master data has to be filled immediately either by personal meeting or telephonically data can be captured. Maintain HR files and employee information To maintain Head Count report for all EBO’s/SIS/HO To ensure weekly input of new joined data in the HR system
· Training & Development Rollout: Assisted Human Resource Manager in formulating and rolling out Induction Program for employees. 
· Handling Payroll Worked on Human Resource Information Systems (HRIS) Employee’s addition & deletion on monthly basis in the system. Calculate the Travel Expenses for employees reimbursement Debit the salary advance / loan / mobile bill & other advances coordinate with accounts department. Process the Salary and compare with last month statement and identify the differences and make the note to accounts department CTC calculation for individual & entire organization Clearing all monthly expenses of SIS area managers. Clearing monthly salary payment of stock boys & housekeeping which are made by cash in EBO’
Eurest Support Services.
As Warehouse Supervisor in Kuwait.






Apr’03- Feb’06
· Responsible of Warehouse activities such as receive, pick, pack and dispatch food products within set time frames whilst maintaining agreed levels of accuracy.

· Prepares weekly and monthly report to Warehouse Manager.

Qatar Aircraft Catering Company
As Store Keeper in Qatar.







Aug’02- Feb’03

· Responsible of warehouse activities such as receiving, inspecting, sorting, stacking, storing, order filling, issuing and maintaining stock records.

· Daily accounting of all food items, receipt and dispatch of goods, handling and stacking, inspection of stocks.

EDUCATION DETAILS
· Bachelor of Arts from Mumbai University in May 1999
Other Professional Course
· Advanced Diploma in Information Technology from Mohammed Haji Saboo Siddik College of Enng.
· Ms Office, Ms SQL Server 7.0, Visual Basic 6.0, C,C++, Visual FoxPro, Java, Java script.
PERSONAL DETAILS
Date of Birth

:
29th December 1977
Linguistic Abilities
: 
English, Hindi, Marathi, Urdu
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