	Biju 
HR & Administration Management Professional


	[image: image1.jpg]




	Well-qualified, trained and experienced human resource, administration and management professional with expertise in handling of personnel-HR functions. Working with a large organization in Abu Dhabi, being instrumental in complete operational and human resource functions. Successful track record of recruiting staff, handling public relations, personnel management, managing contract administration and complete operational aspects. Possesses excellent interpersonal, human relations, communication and public relation skills with good knowledge of UAE labor and employee welfare legal terms. 


	STRENGTHS

	· Versed with Administration/Office Management

· Adept in Recruitment-Search-Selection-Training

· Leadership & People Management Skills

· Manpower Coordination-Management Skills

· Human Resource -Personnel Management

· Public Relation & Coordination Abilities

· Project based manpower planning and costing
	· Excellent Negotiation & Interpersonal Skills

· Proficiency in Computer Applications 

· Certification  in  ISO-9001 : 2008 Quality Management System awareness & Internal Quality Audit

· Confident of contributing to Strategic HR Planning

	ACHIEVEMENTS

	· Expert in developing effective working relationships with colleagues & affiliates at various levels.

· Gained comprehensive and strategic understanding of Human Resource Management, business, technical issues, and organizational set-up and change.

· Successfully achieved performance parameters as well as organizational goals & objectives.

	EXPERIENCE IN UAE

	Human Resources Manager
	April 2015 till date

	Group of Companies
	

	
	

	HR & Administration Manager
	July 2012–May 2014

	Arab Tanker Services Est. (ATS), Mussafah, Abu Dhabi, UAE
	

	
	

	HR & Administration Manager
	Nov 2010-April 2012

	Abu Dhabi Maintenance & Construction Company LLC (ADMAC)
	

	HR & Administration Executive
	Aug 2007-Sep. 2010

	Oil & Gas Construction Company, Abu Dhabi, UAE
	

	Administration Coordinator
	May 1996-Oct 2006

	GiffinTraffiks LLC (Signfab Division), Abu Dhabi, UAE
	


	AREAS OF EXPERTISE

	Human Resources Management

· Develop-maintain a professional human resources system that meets management needs.

· Capability to contribute in development of short and long term organizational plans, gather, interpret and prepare data for studies, reports and for recommendations to the Senior Management; coordinate with other departments as needed in HR.

· Ensure that assigned areas of responsibility are performed within set time frame & budget.

· Perform cost control activities, prepare annual budget requests and monitor forecasts, ensure effectively and efficient use of funds, personnel resources, material and facilities.

· Analyze organization’s existing compensation and benefits policies-prevailing practices in order to establish competitive benefit programs for employee.

· Review reports and recommend procedures to reduce absenteeism and employee turnover.

· Plan-conduct employee orientation to foster positive attitude towards organizational goals.

· Prepare, plan and conduct social activities to enhance employee relation and retention.

· Perform or assist subordinates in performing his/her duties, adjust errors and complaints.

	Administration Management

· Main point of contact for all office based operations ensuring its smooth running.

· Handle commercial communication, administration, office management, public relations, insurance, personnel management, recruitment and training requirements.

· Oversee and coordinate office administrative procedures, review, evaluate and implement new procedures,establish work priorities, delegate work to office support staff and ensure deadlines are met and procedures are followed. Direct and control the performance of the staff.

	PROVEN JOB ROLE

	HR & Administration Manager/Group HR Manager
· Acting as a trusted advisor to the Management on strategic HR planning, compensation and benefits, competence development, employee relations, people management and administration.

· Successfully managing the manpower deployment in line with the project requirements and to ensure the availability of the desired manpower at projects/sites within the budget and time limits.

· Formulating and properly implementing HR policies and procedures, hiring and development plans to achieve the targeted manpower configuration and output in the operational areas with a proactive approach (attract, develop and retain).

· Preparing annual recruitment plan and strategy in conjunction with the project plans. Partner with other Department and Project Managers to identify the requirements of prospective positions and KSA of ideal candidates in line with job descriptions; determine and implement the most effective recruiting solutions within the critical parameters.

· To Manage and implement the induction, training and performance appraisal program as per schedule.

· Managing the employees’ compensation and benefits package with strict adherence to the organization’s salary brackets; to suggest timely modifications in the pay structure. Administration of salaries, insurance, overtime payments, employeebenefits, final settlements and rewards.
· Developed a comprehensive HR Manual and Employee Handbook with legal compatibility.

· Maintains the work structure and manpower configuration by updating job requirements and job descriptions.

· Maintains the company compensation and benefits plan, salary structure and grades, scheduling and conducting performance evaluations; administration of monthly payroll; recommending, planning, and implementing pay revisions.
· Human Resource records filing and retrieval system (soft and hard copies); keeping past and current records.

· Developing and implementing new administrative systems suitable and relevant to the off-shore site requirements – manpower, payroll, inventory and records management.
· Contributes to team effort by accomplishing related results as needed. Implementing and promoting Equal Employment Opportunity Policy.
· Assuring successful implementation of management initiatives in the areas of QHSE, Security systems and Quality Management System (ISO-9001:2008).
· Ensuring all types of employees relations are in compliant with local and federal laws. Effectively monitoring the PR activities with regard to emigration and labor departments.


	HR & Administration Executive – Oil & Gas Construction Co.
· Accountable for human resources operations including personnel, administration and public relations with direct responsibility of accounting functions of the department.

· In charge for preparing personnel policies & procedures; recruitment, performance appraisal, training & development of all staff; induction of new employees and employee record keeping.

· In charge for coaching counseling and motivation of staff. Further handling salaries, benefits, rewards and performance management, Assuring implementation of management initiatives.

· Effective liaison with PRO for all matters related to visas, renewal of trade license, vehicle registration and insurance.

· Overseeing the general upkeep of the office and warehouse; periodically monitoring supply of stationery and other office supplies. 
· Supervising the maintenance of computers, office machines and network server (Windows 2000).

	Administration Coordinator – GiffinTraffiks LLC (Signfab Division)
· Handled order processing, invoicing, inventory control & payroll monitoring in automated system.

· Coordinated administrative and HR management functions such as maintenance of employee database, supervision of daily attendance with electronic timecards, annual leave schedule of employees, duty resumption after leave, daily overtime control and costing of production staff.

· Integrated plant daily production and job manpower reports from various sections for approval.

· Generated monthly salary statement for manager’s approval.

· Furnished data to the Division Manager for project-wise manpower planning and costing.

· Organized and implemented awareness training for the employees regarding company policies, procedures and Quality Management System.

· Developed and constantly followed up on annual performance appraisal & training schedules.
· Provided monthly inputs to Accounts Department such as consolidated reports on monthly revenue, stock position & re-order, man-hour production and fabrication costs breakdown.

· Worked as Certified Internal Auditor for ISO-9001Quality Management System. Managed development, implementation and maintenance of quality manual; documentation of processes, SOP, work instructions, job descriptions & specifications and quality record formats. 

· Prepared schedule for the implementation of internal quality & cross unit audits. Developed reports of same and followed up with Management Representative for audit closure and distribution control of quality documents.



	EDUCATION & COURSES

	Post Graduate Diploma in Business Management (Equivalent of MBA)
	1995

	MSPI, New Delhi, India (Project: HR Management)


	

	Post Graduate Diploma in Computer Systems Management
	1993

	National institute of Information Technology, New Delhi, India


	

	Bachelor of Arts in Economics
	1989

	Kerala University, India


	

	Certificate in ISO 9001:2008 Quality Management System Awareness and Internal Quality Audit

	TUV-NORD, Abu Dhabi, UAE


	

	Basic Computer Hardware Maintenance  & Novel Networking
	

	Galaxy Computers, Abu Dhabi, United Arab Emirates
	


	IT SKILLS

	· MS Office (Word, Excel & PowerPoint), Internet & E-mail applications

· Excellent knowledge of database, programming languages and web development.


	PERSONAL DETAILS 

	Nationality
	:
	Indian

	Date of Birth
	: 
	14th August 1969

	Marital Status
	: 
	Married

	Visa Status
	: 
	Employment Visa

	Languages
	:
	English, Hindi, Malayalam  and basic Arabic

	Reference

Expected Salary
	:

:
	Available upon request
Negotiable
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