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CURRICCULUM VITAE    
FOR THE POST OF ‘HR MANAGER’.

Ilyas
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Presently working as ‘HR Manager’  in a ISO 9001 environment with a  Dubai based prestigious Group  having 42 Branches spread  all over Gulf and India awarded the reputed Dubai Performance Excellence award 2007.  Managing a workforce of  250 plus staff In a Multicultural, Multilingual environment. I have overall  19 years experience in HR /Personnel /Administration of which last  8 years is in UAE as HR Manager-Generalist. I am a qualified professional with strong HR background, computer savvy, hold Driving license of  UAE and Own Car.  

Special Project if any :-
Now: Implemented the HR Net (an HR -ERP solution in the group) and coordinating
the set up activities of SAP (HR module) due for 2008 implementation. 

As Freelancer - with  command petroleum –an Australian oil and gas exploration company, during its inception days and was involved with hands on experience closely working with the HRD manager in all HR set up activities.
In 2005:Project coordinator in a Multi Million Dirhams SHOPPING MALL Construction Project -The Factory Mart. A Hundred thousand sq ft  Mall – Coordinated the entire  Project From designing stage, man Management  upto completion and coordinated the mall leasing successfully with Brands like Bossini, Kenneth cole, Aldo  BHS, G 2000,Mr.price etc. 
I have worked in extremely busy environments, handled varied tasks, hands-on experience in labour disputes /court matters / interact with various Governmental Agencies, Ministries / thorough knowledge of UAE labour laws. I am a self-motivated Professional With the ability to learn and adapt quickly to the new environments and work under Pressure/ Long Hours. I have good communication and interpersonal skills  and have Interacted with personnel with Various cultures  and disciplines. I am submitting my detailed CV herewith and available at short notice. 

Yours truly,

Ilyas 
WORK EXPERIENCE

Present:  As HR MANAGER with Pure Gold Jewellers LLC, an  ISO 9001 retail corporate with 42 branches  all over GCC and exclusive brands in India. Directly reporting to the Managing Director of the company. 

As Head HR generalist functions revolves around  managing 250 plus expat staff from various, nationalities,  recruitment of staff including executive search at all levels, 
Hard core HR profile includes competency mapping, job analysis, evaluation, OD, man
Management, Man power planning, working closely with the top management in framing policies and procedures, interact with  the GM sales, executive recruitment, over all recruitment activities with recruitment agencies local and abroad, short listings, interviews, appointments, induction, training, staff movement, staff appraisals, Performance Management, payroll follow ups etc. Job profile includes the Control  of PRO Dept.. to Oversee  Employment visas, Online visits /transits, Cancellations, full and final settlements, Bookings, Travel and all connected activities in HR as per ISO 9001 standards. 

2). In UAE from 2000 TO 2006… Six years…  
As Manager –HR AND ADMN.- IN a Dubai based diversified Retail /Manufacturing Group. With 550 plus Ex- pat staf
My Role: Being a Manufacturing company there were no separate office Managers for the posts of HR, Personnel and Administration. The post where I was working was an all in one and as a blessing has given me tremendous exposure in various areas with hands on experience and in-depth knowledge.

HRD: as Group head - HR as strategic partner  involved in design/implement  the Hr Policies and procedures, Recruitment of both technical and non technical staff from overseas (from India, Pakistan, Nepal, Sri lank, Philippines), as well as local, interact with Agencies and for all clearances from Embassies, induction, training & development Compensation and Benefits,  HRIS, performance appraisals /management, Org.Devt etc.  
PERSONNEL: over view of Personnel files, Passport control, Man management, Transfers & postings. This includes from unskilled labourers to executive levels staff.   
ADMINISTRATION: Oversee PRO duties, attendance, Liasioning with customers, visitors, staff accommodations, software issues &  backups,  

LEGAL: Labour disputes, grievances addressal, court matters, liase with Ministries,License renewals,  chamber of commerce, municipality work etc.

FACTORY AND OFFICE: Factory inspections, Building maintenance, tenders, security, Health and safety, canteen, contractors, drivers pool management, repairs, log sheets, insurance and all concerned work

3) In India. 1989 to 2000 : Personnel Officer: Income Tax Department, Government of India. Ministry of Finance:

Job involves:- Recruitment through staff selection commission , screening CVs, in the central Pool of the state in the Chief commissioner’s office. Transfers & postings, Drivers Pool, liasing with different unions, coordinate training Programmes, PR related works, vigilance department work, Handle highly classified documents  including confidential reports on staff and background of wealth etc. 

The above work was done in my tenure of 11 years in various levels under various internal departments  and being in the Head Office had given me a tremendous exposure in the HR /Personnel / Admn work.

4) 1988 -89 – H R Assistant - Currency Note Press-Ministry of expenditure. Nasik, Maharashtra India. 
A manufacturing unit-Currency Printing Press with a total workforce of 4500 workers and I was involved in the day to day personnel work of these huge force. Seen situations of Labour disputes, strikes, got to know the nuiances of dealing with unskilled/semi skilled workers in addition to the regular work of Recruitment,  maintenance of Personnel files, payroll processing in the early days of computerisation in India. 

My First Job: 1986-1987- P.R.Soni and co- Chartered accountants. Being the first Job immediately after graduation started off as an audit assistant learned the basics in auditing, visiting the clients offices for audit and related work of finance with my accounting background.

PERSONAL DETAILS

Name



:  
Dawood 
Age/ Sex/



:
40 / Male/27-2-1967 
Nationality/Religion

: 
Indian /Muslim

Visa Status


; 
Employment Visa valid till 2009.
Languages


:
English, Hindi, Marathi, Urdu 








Tamil and Arabic (Basic)
 Email :----                                                Ilyas.17096@2freemail.com
QUALIFICATIONS

MBA / PGDHRM - (HR Specialisation) From IGNOU, india.

M.COM (Master of commerce) Madras University, India.

Diploma in Banking and insurance from ICIS, London, UK. 

Diploma in computer applications – IFG-ACE

Diploma in cobol from NIIT, Diploma in Software Applications -First “C”
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