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Career Objective 

Seeking a suitable challenging position in a reputed organization where diversify of my past experience would enable me to be a part of a winning team, an asset for an Organization and a major role in achieving its vision & Mission of an Organization.
Professional Experience 

Total Experience - 14 Yrs. (5 Years in Gulf)
Jan. 2008 to till date

Company Name: 
Drake & Scull International PJSC (Abu Dhabi – UAE)
Position held:

(Sr. Personnel & Admin. Officer)



Responsibilities & Duties:
· Responsible for attracting, developing & maintaining high quality and retain talent people assisted by HR team to meet the needs of an Organization.
· Handling Recruitment Interviews, Updating Recruitment status as well as HR Administration duties.
· Appropriate Recruitment & selection criteria

· Career development & planning.

· Review compensation & benefits packages based on market job value survey  

· Leaves as UAE labor Law
· Leave Salary, Full & Final settlements

· Resignation, Termination of Employees as per UAE Government 

· Source candidates for roles directly via job boards, CV databases, referrals etc

· Screen all CVs sent to Drake and Scull International PJSC, shortlist, circulate and follow up with relevant managers.
· Provide short list & conduct initial interview with perspective candidates.
· Issuing of all staff offer letters and increments as per the authority matrix.

· Joining of new Employees

· Induction programs for staffs
· Passport control – issuing according to the Company policy & procedures.
· Evaluation of staff in coordination with Admin department & Corporate HR

· Evaluation of new staff before completion of probation period, in coordination with Dept manager.

· Conducting exit interviews 
· Advertise vacancies on DSI PJSC website. 

· Form and manage relationships with recruitment agencies.

· Acquire feedback from business / recruiting Manpower in order to progress to next    interview stage, offer or reject applicant.

· Keep records relating to all recruitment activity?
· Updating area organizational Chart

· Annual Bonus Distribution depending on evaluation & Key performance Indicators
· Transfer of staff according to requirement.
· Liaise with Insurance Company (Workmen Compensation or Insurance card / health card) with regard to the claims of employees under Insurance scheme.

· Monitor & guide duties of Document controller / Clerk.
· All works related to Human Resources & Administrations

· Conducting Residence visa medical, Emirates ID in order to complete the visa stamping 
Abilities to handle the additional responsibilities as below:
· Develop and update grading structure depending on market rate.
· Develop Key Performance Indicator Strategy.
· Evaluate turnover of all staffs
· May participate in employee Counseling, problem solving or similar activities.

· Monitor group visa
· PRO Activities

·  Identifying staffs & Labor requirements
· To guide & manage the transport department as per requirement.

· Arrange all medical (Residence Visa medical) as per policies for staffs & Technicians
·  Transfer of employees according to site requirements.
 March 2000 - Sept.2007:
Company Name 
: Global Wool Alliance Pvt. Ltd (Bombay - India)

Position held

: Admin Officer
Responsibilities & Duties:
· Monitor and Guide Duties of Document Controller, Personnel Clerk.

 Coordination with respective Manager Employees annual leaves schedules and its approvals.

· Emergency leave application and final approval from AGM & Department Manager 

· Entering personal information of employees on to system.
 
Monitor Leave Settlements

· Preparing Warning Letters to employees as when required.
· Salary settlements related to salary disputes of employees for final checking & approval.

· Settlement of private medical insurance invoices.
Jan. 1999 - Feb. 2000:
Company Name: 
 ICICI Bank Limited (Bombay - India)

Position held:

Executive Officer
Responsibilities & Duties:

· Compiles employee’ absenteeism reports
· Reviews timesheets, work charts and time cards.
· Locate workers on Job at various times to verify attendance of workers listed on daily basis
· All other tasks that may be reasonable requested by management team.
Education 
April 2012:
MBA (HR) S. M. University - India
Sep. 2000
Honors Software Computer Diploma - NIIT Institute - Bombay – India
B.Sc. 1996
Biology & Chemistry (Dindayal Upadhyay Gorakhpur University – India)
Training:
ECPD –2000
Effective Communication & personality development
NIIT Institute, Bombay – India
Nov.2012
Advanced Human Resource & Admin. Skills      Nadia Institute -Abu Dhabi (UAE)

Personal Details
Date of Birth
:
22/07/1976

Gender

:
Male

Nationality
:
Indian

Marital Status
:
Married

Dependents
:
2

Visa Status
:
Residence Company visa

Residence Location
ABU Dhabi, United Arab Emirates

Other Information

Driving License:

Holding of Driving License - Abu Dhabi (U.A.E.)
Languages Known:
English & Hindi
Reference: 
Available upon request





