


	Ramesh
10 YEARS UAE Experienced HR & Admin Professional
Well versed with UAE Labour Law & HR Softwares
Holding UAE Driving License & Own Car
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	Highly dedicated and service oriented professional offering 14+ years of rich experience in HR Functions, Office Administration, HR Oracle software implementation and Customer Relations within diversified industries. Demonstrated competencies in carrying out multiple tasks simultaneously, performing well under pressure, meeting tight deadlines, maintaining strict confidentiality of company records, coordinating with third parties and surpassing performance parameters. Well equipped in conducting trainings, organizing groups, preparing documentations and reporting. Proactive and efficient team player, sports oriented with excellent analytical, problem solving, organization, coordination, time management, communication and interpersonal skills. 

STRENGTHS

	· Well Experienced & Trained Professional
	· Expertise in HR & Administration Functions

	· Excellent Organization & Coordination Abilities
	· Policy Development & Implementation

	· Strong Communication-Interpersonal Skills
	· Motivation & Relationship Building Capabilities

	· Competency in ISO & Infosec Audits
	· Know-how on Insurance claims  process

	· Employee Engagement – Recreational Activities
	· Adept in Payroll Preparation & Processing

	· Adhere to Set Policies & Standards
	· People Management & Leadership Skills

	· Vibrant, Dynamic, Enthusiastic, Highly-dedicated
	· On Employment Visa with 30 days Notice Periodsd


	EDUCATION  

	

	Currently Pursuing CIPD level 5

Master of Science - Environmental Science, Anna University, Chennai, India                                             


	Apr 2000 – May 2002
	Apr 2000 – May 2002

	Bachelor of Science - Microbiology, Madras University, Chennai, India


	Apr 1997 – May 2000

	Diploma in Computer Applications, CSC Computer Education, India


	Dec 2002 – Mar 2004

	Diploma in ISO 14001 Management Systems, NILEM, India
	Nov 2002 – May 2003


	Diploma in UAE Labour Laws, UAE
	May 2015

	ACHIEVEMENTS

	

	· Successfully implemented Oracle software in Dubai Auto Gallery 300 Expats & 1500  Local Staff

· Instrumental in opening new business in offices in African countries and they independently operate
· Implemented the migration of excel database to HRMS Peoplesoft application In WNS

· Played a key role in transition of data, policies, statutory pertaining to WNS post acquisition of Aviva 24/7.

· Efficiently supported multiple clientele including Chennai, Bangalore and Vizag.

· Instrumental in setting up new site in Vizag and another site in SEZ facility Chennai.

· Successfully administered 1000 employees in Chennai, 150 employees in Vizag and 2800 employees in Bangalore whilst providing overall support to WNS through centralized software.
· Effectively handled employee issues and consistently received recognition for valuable contributions.
· Organized and maintained documentation and filing process of data hard / soft copy.


	CAREER SNAPSHOT


	Senior HR Officer, Dubai Automobile Company, Dubai
	           Jan 2013 till date



	HR Executive
	Jan 2010 – Feb 2012

	HR Admin Member, Calls Monitoring System (CMS)
	May 2008 – Jul 2009

	Customer Service Executive, WNS Global Services, Chennai, India


	Feb 2006 – May 2008

	Quality Controller, Office Tiger Database Systems India Private Limited, Chennai 

	Jan 2004 – Dec 2005

	Trainee, Editorial Department, Kaleesuwari Refinery Private Limited, Chennai
	Sep 2002 – Oct 2003


	PROVEN EXPERTISE

Human Resource

· Willing to engage actively in candidate search, selection, recruitment and staff training.

· Involve in induction of new staff, preserving moral and taking care of their welfare.

· Skills to recommend policies and impose personnel actions.
· Well versed with ideas of how to present reports to the HR & Personnel Manager, suggestions to drive into a more profitable-stable business and provide personnel support.
· Work on, verify, and keep documentation about personnel such as staffing, recruitment, training, grievances, performance evaluations, staff records and classifications.

· Keep records for each employee, including information such as payroll, contact details, absences, and supervisory reports on performance, medical reports and reasons for endings.


	Administration

· Serve as main point of contact between staff members and department heads.  

· Manage administrative roles, perform assigned duties and prepare correspondence.

· Read and analyze incoming memos, present reports to find out their significance on various concerns and plan their distribution to appointed unit for proper response. 

· Open, sort, and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records, and reports; and arrange travel itineraries for executives.

· Responsible in attending internal or external customer queries, deal with clients and visitors and deliver support to the management or executive level.

· Fast in collecting and organizing all information as requested by the Senior Managers. 


	PROVEN JOB ROLE 

	Sr Executive Officer – Dubai Automobile Company, (Deira. Dubai)
· In charge of sourcing, short listing of resumes, reference checks and preliminary interview of applicants; Responsible for scheduling of technical and medical examinations for new appointees for West and East Africa. (End to End process)
· Leading a 5 member team and coordinating with Senior PRO

· In-depth Exposure of international travel for overseas recruitment

· Responsible for Staff requirement and ensure there backup plan for staff for operations.

· Oversee Payroll and operations 
· Well versed in completing appraisal cycle and compensation plans
· Responsible for issuing all kinds of HR letters including appraisal, termination etc.
· Conducts exit interviews, promotion and progression exercise for all job levels in unit and resource management
· Administrative coordination with vendors of Ticketing/visa issuing, stationery, building contracting vendors.
Senior HR Executive – WNS Global Services (Chennai, India)
· Coordinate interview schedules with the consultants.

· In charge with the sourcing, short listing of resumes, reference checks and preliminary interview of applicants; Responsible for scheduling of technical and medical examinations for new appointees.

· Validate employees’ documents, bank account opening and present company policies.

· Generate Employee ID’s and improve processes based from gap analyses report.
· Records complete lifecycle of the employee using HRMS PeopleSoft.

· Identify the requirements from business and process as per policy and procedures of IJP; Plan the IJP calendar in correlation with IJP team and arrange for Competency Based Interviews (CBI) panel for 
interviews.

· Issues the promotion letter in coordination with Compensation & Benefits Team and process Employee 
Provident fund, ESIC, LWF, etc.

· Conducts exit interviews, promotion and progression exercise for all job levels in unit and resource management.


	Admin HR – CMS 
· Monitored data for advisors logged on/off time using CISCO software escalation procedure followed for advisors and disseminated attendance percentage to operations.

· Prepared reports on calls received, attended, unattended with respect to resource staffed.
· Performed forecasting of workload and required staff, integration of employees into scheduling process, analyzed and monitored the entire process (WFM).

	

	Customer Service Executive

· Handled inbound calls for UK based 2nd largest insurance company.

· Supported fellow team members and handled escalation calls in absence of supervisors.

Quality Controller, Office Tiger Database Systems India Pvt. Ltd. (Chennai, India)
· Responsible for Business Process Outsourcing (BPO) and total back-office support for American and European Clientele.

· Attended weekly teleconference with Clients, Officers and Executive Directors and received feedback on projects and reviewed steps to improve the process.

· In charged on the Quality Control and assurance of the projects prior to delivering to the client.

· Managed the process flow of the projects organizing the jobs, ensured meeting timeliness along without compromising the quality.


	Trainee, Kaleesuwari Refinery Pvt. Ltd. (Chennai, India)
· In-charged in the preparation of scientific documents about the description of treated plants and its impacts on the degradation to the environment.

· Prepared preliminary documents to obtain ISO Certification and HACCP Certification.


	PROFESSIONAL DEVELOPMENT

	

	Awards / Recognition
· Operation Excellence Award in December 2009

· Spot Award, December 2007

Trainings Attended

· WNS Certified Trainer
· LEAD Check Completion
· Participated in Achieving Miracles Session, October 2010

· Completed Project for Reuse of Cloth Covers (Online Certification)


	IT SKILLS 

	

	· Competency in customized software - HRMS Peoplesoft. N mgbhnProficient in MS Office Suite, E-mail & Internet applications
· Proficient in MS Office Suite, E-mail & Internet applications


	PERSONAL DETAILS 

	

	Nationality
	:
	Indian

	Date of Birth
	:
	24th April 1980

	Visa Status
	:
	Residence Visa (UAE)

	Languages
	:
	English, Hindi, Tamil and Telugu

	Contact Details
	:
	ramesh-159910@2freemail.com 


	REFERENCES   

	

	Mr. Anup P Bhatia

HR Consultant

www.GulfJobSeeker.com 
President

www.RecruitersAssociation.Org 
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AN EATTA WhatsApp +971504753686
HR CONSULTANT feedback@gulfjobsecker.com

Human Resource, Management, Market Research & IT Consultancy
Web Portal | Public Networking Service| Digital Marketing | Web Design

Job Posting | Recruitment | Website Design | Digital &-Marketing | 150 Certification
CV Writing | CV Distribution | CV Highlight | Video CV | Certificate Attestation | Visit Visa

Gulf Business Offer i
: www.Fimcuae.com

We can help generate Business Enquiries W can help you get 50 Certfcation
for your company Services & Products. Mansgement Consulting Services
Zero Advance Fees Experts from your Industry avaiable
Pay our commission once you receive your  Consultation on Implementing Systems
payments from leads generated by us. _ Assistance on Expired Certficates Avaleble
First Impression Management Consultancy _First Impression Professional Services
Post Box No 44052, Dubai Office No 203, shree Bslai Heights, C.G. Road

United Arab Emirates Ahmedabad, Gujarat, India
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