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PeRSONAL SUMMARY     

A multi-skilled professional with good all-round HR advisory skills. Very capable with an ability deal with all the recruitment and resourcing needs of an organization. Experienced in providing timely and up to date HR advice to both managers and employees whilst at the same time making sure both the employee and employers interests are best represented. Extensive knowledge of working practices, recruitment, pay, conditions of employment and diversity issues.

Now seeking a suitable human resources Manager position with an ambitious company.

AREAS OF EXPERTISE 
· Recruitment 

· Employee relations  

· Performance management   

· Employment legislation  

· Absence management

· Pay administration 

 Career Contour
Was working with Al Reyami Technical services L.L.C. JebelAli, UAE as Hr Executive from Jan2009 till Jan 2015

Dealing with all of the recruitment needs & employment issues of the company. Ensuring the timely recruitment of new employees into the business from the initial job offer being made through to their induction into the company including offer letters and contracts etc

Duties:-
· Ability to represent a company with professionalism and confidence.
· Deciding which online job sites & newspapers to advertise jobs in.  

· Assisting in the short listing of suitable candidates from applications.   

· Organizing and arranging interviews for candidates.  

· Conducting pre-employment checks on job applicants i.e. references, medical approval, academic etc.  
· Dealing with redundancies, gross misconduct, and Annual leave issues.  
· Dealing and advising on disciplinary and grievance procedures.  
· Developing & improving existing HR procedures and processes.  
· Conducting inductions for new employees.  
· Providing employment references for past employees/ &bank enquires.  
· Writing the terms of employment & contracts for new employees.  
· Writing Job description 
· Visa Formalities-Employment/Visit & Co-coordinating with PR Dept.

· Maintaining proper filing of documents like personal files, Visa Renewal documents, Qatar visit visa & Employment visa document.

· Maintain database accuracy and keeping records updated.
· Leave Management: Processing of Annual leave, Emergency Leave, Paid Leave and ensuring policies is met & coordinating with travel agent for ticket for the employees and staff.
· Coordinate business travel services, visa requirements & hotel bookings.
· Experience in coordinating events with the help of event management teams.
KEY SKILLS AND COMPETENCIES   

· Knowledge of promotional issues, salary reviews, examination awards etc.  

· Excellent telephone manner and high standard of communication skills.  

· Can ensure a company has the right balance of staff in terms of skills & experience. 

· Experience of employee salary reviews.   

· Able to analyze and interpret complex information.   

· Able to deal with highly confidential matters professionally & discreetly.
Brain Management Consultants Pvt Ltd. Hyderabad, India                               May2007 to Nov2008 

Technical IT Recruiter

· End – to – End recruitment cycle  (junior to senior management level)

· Handling an advisory role for interfacing with the Clients.
· Conceptualizing the Database structure aligning the Resume repository, which would enable the filter and atomization for every search assignment

· Headhunting for  Middle and Senior level assignments through organizational mapping 

· Experience of conducting effective searches & sourcing on Monster India, Naukri India , Click jobs ,Times jobs etc. 

· Organizing and arranging interviews for candidates.  

· Conducting interview with job applicants, asking relevant questions.

· Strategizing the business development plans for the team and linking the function to the database requirement to enable to provide and capture potential leads while also ensure the delivery and fulfillment of the positions.

· Responsible for submitting human resources and administration reports

· Responsible for Key Client Account Management and incremental zing the targets 

· Working as the Induction Ambassador for new joiners, first level of orientation and their acclimatization sessions

· Conducting orientation sessions for appraises & appraisers for the annual appraisal
· Initiating the background check process; explaining to the candidate the criticality of the process, investigating Non-Green (discrepant) cases and bringing them to closure
· Providing employment references for past employees.  

· Writing job specifications and designing job adverts.    


Academic Credentials

Postgraduate Diploma in Business Management (HR& Marketing) from Ambedkar Institute of Management Studies-Visakhapatnam-2005-2007.

Bachelor of Computer Applications from Makhanlal Chaturvedi Rashtriya Patrakarita Vishwavidyalaya-Bhopal -2001-2004

Personal Dossier

	Date of Birth
	1st October 1983

	Nationality
	Indian

	Linguistic Abilities
	English, Hindi, Malayalam                    

	Visa Status
	 Currently on Family visa

	Marital Status


	Married




DECLARATION


I hereby declare that the above furnished information is true to the best of my knowledge.

