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OBJECTIVE:
         “To work with some highly profiled and reputed organization with self confidence & self dependability, which will motivate me to be reliable & being challenging towards my Job & will help me to serve my best professional skills and knowledge to the organization.” 

EDUCATION: 
 *Degrees:

1. Masters in Business Administration (MBA - HR) – (1st Division)


                   [2004-2006]

(BVIMR, New Delhi), University of Pune     




     
                          Full Time
2. Bachelors in Business Administration (BBA (Hons.)) – (1st Division)
                                [1999-2003]

    (TIAS, Rohini) GGSIP University, Delhi                        




         Full Time

*Diplomas:

1.  P.G. Diploma in Human Resource Management (PGDHRM) – (1st Division)
                   [2003-2005]

 Symbiosis Center for distance learning, Pune


                                   Distance Learning
 
2.  P.G. Diploma in Personnel Management & Labour Welfare (PGDPM & LW) – (1st Div.)         [2003-2004]

       (ICDEOL) Himachal Pradesh University, Shimla 



                      Distance Learning


WORK EXPERIENCE:  

1. SP CORPORATION (Dubai): HR Manager 



       (April’11 – Till Date)
Company Profile: SP Corporation is having over 30 year’s car parking industry experience internationally. More than 200 car parks in Sydney, Melbourne and Brisbane and significant international presence in South East Asia, mainland China, India and the Middle East. Middle East operation is having offices in UAE and Lebanon. UAE operation serves the leading Car Parking, Valet Parking and Porter (Abu Dhabi Airport) services in Dubai and Abu Dhabi to renowned business houses, hotels and govt. entities.       
Role Included:
a) HR Manager – Leading the complete HR team of UAE operations     

b) Handling employees’ welfare activities
c) Staff grooming 
d) HR policies making & Implementation
e) Recruitment & Selection 

f) Performance Appraisal    

g) Compensation & Benefits review and proposal
h) Make HR manual & Job Descriptions  

i) Training and development

j) Handling HSE (Health, Safety and Environment) related issues     
2. TECH-GROUP (Ajman, UAE): HR Manager              

                (June’09 – March’11)

Company Profile: Tech Group is comprised of various operating companies that are well-known and highly respected in the field of construction, real estate, vehicle repair, ceramic tiles and wood-joinery.  Over the years, Tech Group has been contributing to the developing economy of Ajman and the U.A.E.  

Role Included:

a) Heading Group HR – Leading the HR department of 14 group companies
b) Draft and implement company’s HR policies
c) Manpower planning, Recruitment & Selection, salary negotiation etc. 

d) Fixing job grades, increments, promotions & performance appraisal    

e) Compensation, salary & benefits 
f) Preparation of HR manual 
g) Grievance handling & dispute arbitration  

h) Handling company administration  
i) Employee relations, Appliance of UAE Labour laws
j) Training and development
k) Handling HSE (Health, Safety and Environment) related issues and instructing safety officers     
3. ETA–ASCON (Abu Dhabi, UAE): Asst Manager – HR & Administration
(May’07- June’09)
Role Includes: 

a) Manpower planning 
b) Recruitment of Staff & Workmen in coordination with various recruitment offices & agencies  

c) Conduct and Attend local & International Recruitments    

d) Coordination in T&D Programs
e) Supervision & coordination on Visa & A.O. processing 
f) In-charge of Security

g) Supervision & Coordination of Assets Registers in H.O. & on various Sites  
h) Active Participation in Industrial /Employment Relations 

i) Wage & salary increments & other issues
j) All Office & Sites Administration 
k) Grievance Handling 

l) Terminations & Cancellations  & Conduct Exit Interviews
4. PUNJ LLOYD LTD.: HR Executive – Personnel & Administration            (June’06 - May’07)
Role Includes: 
a). Headed HR/Admin. Department at site (Work Strength 950 people)
b). All HR/Admin. Activities included:
     * Recruitment  
     * Performance Appraisal & Performance Management 
     * Training and Development 
     * Induction 
     * All office & site administration

c). Practices of all statutory Compliances as applicable on site (as per Indian labour laws) 

d). Liaison with all Govt. and Non-Govt. officials 
e). Liaison with security agencies Army/BSF/CRPF etc.

f). Dealings with labour contractors
g). Send all MIS Reports/PF & PT deduction on weekly & monthly basis to H.O. (Delhi) 
h). Grievance Handling/ Dispute settlement and active Industrial /Employee Relations’ Activities. 
i). Deploy and arrangement of security personals on various sites, camp and offices etc.
j). Calculation of PF, Gratuity, Bonus, ESI contribution etc.

5. PYROTRON (INDIA) PVT. LTD.: HR\Admin. Officer                                    (Oct. 05- May 06) 


Role Included: 
a) . Recruitment & Selection of Technical & Marketing Staff 
b) . Design & implement new training program for all employees
c) . Induction Program   
d) . Grievance & Dispute handling 
6.  PACL INDIA LTD.  – HR Officer
                                                                       (Jan.03- Jul 04)

      








         
Role Included: 

a). Recruitment (Staff & workers) 

* Job Analysis with superiors 

* Preparation of Job Description
* Manpower planning 
* Publication of advertisement for jobs
* Recruitment through job portals/consultants/ campus interview

* Head Hunting / Employee’s references (Employee Reference Schemes)

* Conduct interviews  
* Salary Negotiations etc.

* Participation in Induction, Training & Development practices

b). Other HR Practices: 

* Preparation of Appointment & Joining Letters, 
* Employee Satisfaction survey, Exit Interviews, etc. 
* Generate month wise MIS reports 
c). PF, ESI, gratuity, bonus  calculation    
d). Preparation of full & final Settlement etc. 

COMPUTER LITERACY: 
 Proficiency in:

· MS-Office (Ms-Word, Ms-Excel, Power Point etc.) 

· HRMS (Oracle Base) implementation  
· Job Portal Search etc.
· Act 2000 (Data storage and reminder program)

EXTRA CURRICULAR:


· Ist Prize awarded for Best Slogan Writing on ‘OZONE DAY’
· Certificate for successfully organizing National Seminar on HR at BVIMR as a core committee member.

· IInd Prize in painting competition in the whole Western Zone, Delhi 

· Having N.C.C. ‘A’ certificate

· IIIrd Prize in Corporate Role Play 

· IIIrd Prize for shot put throw
· Certificate for:

· Business quiz competition

· Tech Span (IT Seminar)

· Official Commentator (Annual Sports Meet)

· Organizer (Annual Sports Meet) etc.

PERSONAL INFORMATION: 

Father’s Name

: 
Mr. L.D. Joshi

Driving License

: 
UAE & India
Nationality

: 
Indian
Languages Known
:
English, Hindi
Marital Status

:
Married  
Children

:
Nill
References

: 
On Request
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