YASIR




  
                                                     Email: yasir.161547@2freemail.com 






                                                       D.O.B. – 12/05/1978
PROFESSIONAL EXPERIENCE  - 7.
5+ Years
QATAR AIRWAYS GROUP - QATAR AIRCRAFT CATERING COMPANY (QACC)   -    DOHA (QATAR)
H.R SUPERVISOR (GRADE 5)                                                                              January 2013 – Present
               ACCOUNTABILITIES
                Handling a team of 3 executives. 
· Interacting closely with Heads of Departments and Managers on all the matters pertaining to HR Policies and their implementation.
· Providing a range of HR services to QACC departments. Supervising all matters relating to terms of employment, contract renewals, change of terms and conditions of all permanent and contractual staff.

· Ensuring that all HR services are dispensed in a speedy and effective manner.

· SPOC for all employee grievances pertaining to leaves, overtime, salary, uniforms, Exit permit, safety gear(shoes, reflectors, helmets etc)
· Raise Staff requisition forms (SRF) as per QACC Manpower budget and maintain the J.D inventory.
· Update and maintain manpower headcount.

· Retention Strategies – Supervising the Manager in handling Talent Management practices such as In House Recruitments, Assessment Centers for having maximum job satisfaction for the internal customer.
· SPOC for all employee engagement activities such as employee of the month, orientation program, various trainings in coordination with different departments, coordinating tool box talk and other safety related trainings.

· Attending Disciplinary hearings, investigations, analysis and report.

· Handling of all payroll activities. Provide routine information related to payroll activities.

· Comparison/Checking for payroll month v/s month prior to final run

· Liaise between departments for all payroll related data.

· Calculate salary increases and retro payments, Input forms for update to payroll system

· Input verify and process Advance salaries.

· Prepare monthly separation & absence reports for Management.
· Prepare overtime reports and monitor the overtime and attendance on a monthly basis in e-TAS(a tool for absence, overtime and leave management).

· Uniform Management – Forecasting and ordering.

· Raising Occupational, Health and safety reports as and when required.
· Final Settlements.
P.N INTERNATIONAL LUCKNOW – KARAM GROUP (www.karam.in)                      
MANAGER (L3) – HUMAN RESOURCES & ADMINISTRATION                 March 2012 – December 2012                                                                                                                                   
COMPANY PROFILE - (P.N International – (KARAM Group) is a 100% Export Oriented Manufacturing firm. It’s a 200 Crores turnover company situated at Nadarganj Industrial Area, Amousi Lucknow (INDIA) having a strength of 200+ Executives and 1300+ workers. We manufacture Personal Protective Equipments and Fall Protection Equipments).
Managed a team of 12executives -:

Recruitments & Operations – 2

Compensation and Benefits – 2

Training & Development – 1

Industrial Relations & Administration – 2
Time Office Administration - 3
Safety – 2
Executives Related (Recruitments) 
· To develop schemes, policies that will help in motivating and retaining employees.
· To ensure that the discipline in the premises of the company is maintained at the best possible level.
· Vendor Management - Finding job consultant, meeting and finalizing them.

· Analysis of ERF(Employee Recruitment Form) register and recruitment track Folder and ensuring that is it updated.
· Timely review of recruitment documents and questions for telecom interview.

· Co-ordinate for office aids i.e. system, email etc.

· Ensurred that all records should be updated in database.

· Release of OJT and Constant review.

· H.R Memo’s register to be reviewed and ensuring the updation. (frequency weekly)

· Confirmation Ageing report & Monthly OJT reviews to be done with all the HOD’s.

Workers Related (Recruitments Welfare & Safety)
· Ensuring floor managers fills the WRF (Workers Requisition Form) before requesting for recruitments of workers.
· Review and Update induction process for both the units (frequency 3 months)

· Random checks of first aid kit, fire extinguishers, safety boards, warning signs etc. 
· Review and updation of safety induction/manual – (Frequency 3 monthly)

· Ensuring accident reports are prepared on time (next 24 hrs) and submitted within 2 working days in co-ordination with the safety officer.

· Error less computation and distribution of the salary.
· Ensuring proper distribution of aprons, gloves, safety shoes, gloves and helmets to the workers.
OTHER H.R ACTIVITIES 
· Proper and smooth functioning of the H.R. Department.
· SPOC for all the employee engagement activities, employee relations and grievances handling.
· Ensuring displaying of best worker, best department Photos on the floors and on the gates, on FDO (Front Desk Office) for executives.
· Help in coordination with G.M – H.R & Admin for successful Performance Management System.
· H.R Manual updation as and when required (Executives /Workers/Safety)
· Provide clear and accurate advice, as required, to Executives and workers on employee relations issues e.g., discipline, capability, grievance, etc.  
· Ensuring timely filing and 100% compliance of EPF returns (by 15th of every month) and ESI (by 21st of every month). 

· Preparation of training calendar and ensuring all the trainings happens on time.
·  Ensuring induction and on boarding of new joinee happens on time and accurately. 

· To ensure timely up gradation of Human skills for Managers, Supervisors and operators.
· To oversee and ensure good H.S.E (Health, Safety and Environment) friendly practices in the office.

· To prepare leave encashment of the executives for the calendar year.
· Preparation of the annual increments as per the grades give to the workers

· Preparation of the annual Diwali Bonus.
· Ensuring all the reports and files (Salary and Wages Sheet, Salary Slips, Monthly Leave and Late Status Report, Diwali Bonus File, Final Settlement File, Increments and Promotions File, Leave Encashment File) are prepared on time.
ADMIN ACTIVITIES

· Administration over Canteen, Pantry, Events management, Transportation, Security system

· Oversee & Coordinate for the preparation of Karam Annual Day (KAD), Vishwakarma Puja and all the other events of the organization.

· Oversee & Coordination for Diwali gift distribution and puja arrangements.
          SAS HOTELS & PROPERTIES (P) LIMITED, LUCKNOW                                         Apr 2009-March 2012

                    ASSISTANT MANAGER – HUMAN RESOURCES                                                                                                                                     
· Assisting, Handling and Coordinating the entire gamut of HR activities including Employee Relations, Performance Appraisal, Employee Engagement,  Pre & Post Hiring Activities, E – Recruitments, On boarding, Coordinating Training,  and Payroll Processing. 

· BAU Activities: SPOC for senior managers and other personnel to provide advice and support on all employee relations and on boarding process issues.

· Short listing of potential candidates and conduction of H.R interviews etc. Coordinate with the candidates for interviews; organize interviews in coordination with senior managers.

· Taking care of Employee Welfare activities like birthday celebrations, festival celebrations, open forums, town halls, activities for employee family such as painting, dance competition for their kids, get together etc.

· Manage the employee records through Proper documentation, E-Recruitments and On-Boarding in the system.

· Maintain flawless communication with the employees; ensure timely resolution of employee grievances and harmonious working environment at all levels. 

· Responsible for on boarding process on the site. Coordinating with the business heads for raising of requisitions and ensuring that it is filled in the agreed TAT.

· Assist HR Manager on the review of the appraisal and performance management system as well as overseeing full & final settlements and the coordination of all paperwork in relation to pay reviews, contracts of employment and new starters.

· Handle Appointment Letters, employment specifications processing employee PF, ESI, Med claim, other Employment Registration forms, Relieving forms, other remittances and filings as per the Company Law.

· SPOC for Leave Encashment, Leave Travel allowances, Medical Reimbursements.

· Supervise various employee engagement activities (Rewards & Recognition, Team Building Activities etc).

· Coordinating with Payroll department for payroll processing. Advice payroll Office regarding payroll confirmations and deductions on a monthly basis.

· SPOC for HRIS & oversee changes affecting employee status such as new hires, promotions, lateral moves, location changes and terminations through ERP tool.

· Ensure that the new employees go through proper induction program prior to commencing required duties.  
VODAFONE ESSAR DIGILINK LIMITED, LUCKNOW                                                                 
EXECUTIVE – HUMAN RESOURCES                                                                                      Sept’07- Oct’08                                                                                                                                           
· Member of the HR Operations (Generalist) Team. Was handling Employee Relations, Performance Appraisal, Training, Employee Engagement, E- Recruitments and On-boarding. 

· Acted as a SPOC  for all the employee relations activities and On-boarding of new recruits in ERP tool (My World) created for employees to cater their need for fast processing of Medical, LTA reimbursements, applying for leaves and to mark attendance, etc.

· Assisted HR Manager on the review of the appraisal and performance management system.Handled Confirmations (6 Months) & Anniversaries (1-Year Completion) Appraisals. 

· Handled regular employee’s queries related to joining, compensation & exit/Full and Final Settlements.

· Handle Appointment Letters, employment specifications processing employee PF, ESI, Med claim, other Employment Registration forms, Relieving forms, other remittances and filings as per the Company Law.

· Coordinated with Group Insurance Company to ensure accurate coverage and benefits administration of Group Med claim (Hospitalization) and Group Personal Accident Insurance policy.

· Handled employee queries (Grievances) on policies, procedures & processes, Insurance, salary issues etc on a regular basis. 

· Taking care of MIS by generating analytical reports for management on status / progress on all HR activities.

· SPOC for HRIS & oversee changes affecting employee status such as new hires, promotions, lateral moves, location changes and terminations through ERP tool.

· Coordinated with Payroll department for payroll processing. Advice payroll Office regarding payroll confirmations and deductions on a monthly basis.

· Planned, Organized and coordinated various employee engagement activities like Vodafone day, various sports tournaments, month end celebrations, different festive celebrations like Eid Milan, Holi, Diwali, Christmas Day, etc.
 DELL INTERNATIONAL SERVICES (P) LTD, GURGAON (Pilot Batch)                                                       
TALENT ACQUISITION COORDINATOR                                                                                   May’06- Sep’07
· DBMS Maintenance & BAU Activities: Managed the entire gamut of activities pertaining to Recruitment/ Selection for L1 Profiles (Agent level - Call taking role, Mass Hiring), pre-joining & post joining formalities and documentation on the e- Recruiting Portal (TALEO – Career’s Direct).

· Acted as a SPOC (Single Point of Contact) for Employee Referral Program namely- FFH (Friends for Hire). 

· Maintained and updated details of new recruits in Career's Direct Tool HRIS created for accessing information regarding any employee/employees in all branches globally.

· Raised requisitions while coordinating with the Business Process Managers for the approval, posting job openings in the company’s website.

· Conducted various training programs for the staff on different tools (ERPs) like Career’s Direct, HR Direct, the process of recruitment, induction program, contract negotiations, discipline, policy & procedures and retirement program for employees.

· Supervised various activities like Fun at Work & Career Fair in coordination with the Corporate Communications and Learning & Development Team.
PCL CALL CENTER, NEW DELHI  

H.R EXECUTIVE                                                                                                                            Mar’05-May’06
· Managed all activities pertaining to recruitment/selection/orientation and organization of training programs of employees.

·  Short listing of potential candidates and conduction of preliminary interviews etc. Coordinated with the candidates for interviews, organized interviews in coordination with senior managers.

· Was handling reference checks, issuance of offer/appointment letters to selected candidates and scheduled date of joining.

· Efficiently organized orientation programs in coordination with the process managers and trainers.

· Identification of training requirements of the employees & organizing various training programs for soft-skills viz. customer handling & relations, time management, communication and presentation skills.

ACADEMIC QUALIFICATIONS

	Course
	Year of Passing
	Institute/University
	

	MBA
	2005
	Indian Institute Of Planning & Mgmt(New Delhi)
	

	BBM
	2003
	                             Bangalore University
	

	
	
	
	


Certification Trainings Attended
          SAP HCM R/3 Version ECC 6.0 implementation training from Siemens, Bangalore (India) (Feb’09—Mar’09)
          Diploma Certificate in IT & MS Office from UPDESCO, Lucknow, India (May’2000)
OTHER INFORMATION

· Marital Status – Single 


                    •       Computer Proficiency – MS- Word , Excel, PowerPoint

· Languages Known: English, Hindi and Urdu                      
