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Deployment
*Entire gambut of eLiaise with govt *Prepare, enact, *Solve problems *Entire Payroll,
recruitment, deal local and other HR and Admin amicably timely, Leave accruals,
agencies, CV, authorities for code of conduct, keep high moral, rotation, change
interview, visa, licenses, review, amend, monitor output, management,
selection, offer, permits, passes, update timely, appraisal, skill incentives, final
flight bookig, insurance, medical accommodation, enhance, welfare, settlement, data

deployment IDs, Labour Cards transportation exit interview & system update





 SHAPE  \* MERGEFORMAT 







OBJECTIVE:
Lead, manage, guide, motivate,train, organize and explore team of skilled, qualified, committed and technically sound personnel capable of contributing positive active support for growth of the business entity. 

ASSURANCE & COMMITMENT:
Creating strong long lastingmutual relationship achieving goal i.e. employer of choice and asset of the entity. Enhance skills and capabilities of the available resources by developing positive frame of mind.

KEY ACCOUNTABILITIES/ROLE OVERVIEW: 
· Work closely with Top Management, Project/BU Head for manpower requirement evaluation in line with entity businessand its objectives. Coordinate to finalize selection criterions. Monitor recruitment team to follow up and analyze progress i.e. Sourcing manpower, Process head hunting, Screening CVs, Short-listing, Pre-Interview Call Analysis, conduct primary interviews, recommending Project/BU Head CVs, arrange and monitor technical assessment interviews, coordinate finalizing candidate, Finalize offer. Liaise with authorities through PRO pursuing visa, licenses, permits, insurance, etc. Monitor recruitment team for coordination with manpower suppliers, flight bookings, housing and transportation. Draw, monitor, maintain and update key duties and responsibilities. Active involvement in HR Budget, Matrix Finalization, Procedure Flow Chart, Automation, Customization, Modification of System module updates and report generation, HRIS, KPI dashboard, IMS Reports.
· Prepare and update Welcome Packs, Induction, Safety/Health/Contingency/Conduct Card, Personal Health & Safety Guidelines for every employee; cascading company’s practice, procedures and core values, system of communication within the organization. Providing editorial/supplement contents for company bulletins to inform; appreciate and highlight events.

· Prepare and implement HR / Administration Policies and Procedures conforming law, identify and specify code of conduct with disciplinary administration providing HR advice/guidance to all concerned. Undertake updates, amendments and revisions from time to time. Follow up liaison, compliance with local laws.
· Plan, prepare, implement, monitorManpower Budget and Personnel Training;Monitor, review, reportinganalysis to Group HR Director on objectives/operations/achievements; Co-design and co-facilitate in-house training programs;Plan, Prepare and monitor process flow compliance. Share business objectiveawareness and management skills, initiate, coordinate and administer talent review process.Administering skill gap analysis and talent mapping, employee efficiency enhancement programs, Performance evaluation and Personnel Appraisal, Planning incentives and promotions,analyze rates and benefits. Monitor entity’s salary structure controlling costs while attracting / retaining staff. Monitor and review change management, succession/substitution, leave and rotation.

· Design, update, modify and monitor employees’ data-base and payroll system, working compensations, incentives, bonuses, salaries, accrual of leave-pay, ticket entitlement and disbursement, gratuity and final settlements. Audit Payroll and check data ensuring accuracy and integrity.

· Review and maintain morallyhigh spirit and long lasting mutual beneficial relationship, developing positive frame of mind, address problems timely, counseling, resolving disputes and grievances amicably, achieving goals i.e. employer of choice and asset of the entity, holding exit interviews and send-off events.

· Plan, organize and promote systems to increase staff welfare/satisfaction through Rewards/Recognition, Family/Annual/Get-together, events, sports and extra-curricular activities.

GULF CAREER OVERVIEW:

· INTERNATONAL LTD (An Irish company with global presence, executing EPC, MEP and Maintenanceand Installation Services, having over 7,000 employees) 

Period of Service: October 2007 to May 2015 (Gasco, AGD-II Project in ASAB, TDS-2000 NORBE-VI and TDS-2500 DELBA-III Semi-Submersible Rig Projects, Borouge III, Abu Dhabi, U.A.E.)
Designation:HR / Administration Manager
KRA: HR and Admin,Visa, Passes, Permits, Medical, Insurance, Employee Relations, Leaves/Rotation, Ticketing, Accommodation, Transportation, Payroll, Final Settlement, MIS & KPI Reporting
Reporting to Project Director, Finance Manager and Project Manager

· EMIRATES TECHNICAL SERVICES (Part of a leading business conglomerate in UAE involved in Construction, Shopping Malls, IT, Telecom, Engineering, Equipment Rental having over 4,500 employees)
Period of Service: August 2006 to September 2007
Designation: Unit HR Administrator
KRA: Unit’s HR Administrator, Recruitment to deployment, Visa, Passes, Medical, Insurance, Ticketing, Assisting in MIS Report preparation using CPD/CIPD and Shared Services i.e. SSC/Oracle
Reporting to GM, MD
· RESIDENT FURNISHING CO. LTD. (One of the largest Importers, wholesalers and distributors in the markets of U.A.E. and Oman) 
Period of Service: December 2003 to February 2006
Designation: Administrator
KRA: Correspondence for overseas procurement, LCs, Logistics, Sales Analysis and Coordination, Administration and assistance in visa processing, medical, Sales/Logistics/Procurement Reporting
· WESTERN BAKERIES CO. LTD.  – K.S.A. (A fully automated largest plant for production of food products in K.S.A. having local and international market with ownnetwork having over 1,300 employees.)
Period of Service: October 2000 to June 2003

Designation: HR Executive 
KRA: Recruitment, HR Administration, Visa processing, medical, Payroll, Housing and Staff-welfare using customized SSC/Oracle Shared Services system
QUALIFICATION: MBA with Human Resource Management [2008] / Graduation: B.Com [1993]
SKILLED INLATEST HRIS SYSTEMS/TECHNOLOGIES: Proficient in MS Office, Internet Explorer, Outlook Express, hands on experience of ERP, SUN, DOVICO, COREHR, CIPD
OTHER SKILLS:
(1) Well versed with Human Psychology; successful mentor of personnel behavior and approach.

(2) Task / target oriented and optimistic with positive frame of mind.

(3) Ability to take decisions, accepting challenging tasks.

(4) Good command and Fluency in English. 

(5) Analytical thinking, flexibility, communication and interpersonal skills, creativity, self-management.
(6) Pro-active, self-motivated and Result Oriented.
(7) Resourceful, well organized, capable of Multi-tasking.
(8) Dynamic team player with leadership skills; enjoy challenges.
PERSONAL INFORMATION:
	
	
	

	
	
	

	Marital Status
	:
	Married

	Dependents
	:
	Spouse and 3 grown up children

	
	
	

	Languages Known
	:
	English, Arabic,Hindi, Marathi, Urdu

	Passion
	:
	Impart knowledge, Train subordinates, Share experience, Adapt new environment, Organize smooth functioning, Learn more with experience and always improving duty execution, maintain high standard performance professionally.

	Driving License
	:
	Holding valid Indian and UAE driving license – LMV


PASSPORT DETAILS:
	
	
	

	
	
	

	Date of Expiry
	:
	03/03/2020

	Place of Issue
	:
	Abu Dhabi, U.A.E.

	Nationality
	:
	Indian


Gulf experienced in FMCG, Construction, Retail, Oil & Gas field industries


Administration & Human Resource Management








Areas of Expertise and Key Profiles handled include entire life-cycle of an employee in a company





Organization Chartbelow indicates 2 Lower Level Subordinatesand 2 Higher Levels for Reporting





HR/Admin Manager





HR / Admin Assistant





Camp Coordinator





Transport Coordinator





Senior Management





PRO





Recruiter





Owners/Stake Holders





Top Management





Office Boy / Cleaner





Camp Asst/Cleaner





Drivers





Arabic Typist





HR Generalist





Skilled inlatest HRIS Systems/Technologies:MS Office, HRIS, ERP, SUN, DOVICO, COREHR





Highest Education: MBA / Graduation: B.Com





Nationality: Indian / Holding Driving License: LMV Driving License (UAE, India)





Languages known (Read, Write, Speak): English, Arabic, Hindi, Marathi, Urdu
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