	         Santosh
	


Santosh.164495@2freemail.com 
HR• RECRUITMENT • MANPOWER PLANNING • ADMINISTRATION • NATIONALIZATION
Human Resources and Administration/Finance professional with 18+years of experience in the GCC 
(10 years in UAE and 08 years in Qatar)

Expertise in end to end recruitment and manpower planning. Aware of multi disciplines and qualifications with good understanding of most industries, including Construction, Contracting, Banking, Hospitality etc. Worked with most of the job portals and recruitment software. Trained in e-Recruitment. Expertise in Organizational Administration.
KEY SKILLS
	· Job Analysis & Salary Bench marking 

· Organisational Design / Development

· Manpower Planning

· Recruitment Budgeting

· Interviewing
	· Offer Negotiation

· Mobilization & On-Boarding
· Job contracts& manpower agreements
· Training & Employee relations
· Payroll
· Head Hunting
	· HR Policies and Procedures

· Recruitment Campaigns
· People & Team Management
· Change Management
· Organization Administration

· Finance Supervision

· Liaison with Banks and other Financial Institutions 





PROFESSIONAL EXPERIENCES
	Construction Development Contracting & Trading  - Doha, State of Qatar (June 2008 to March 2016)

	Human Resources and Administration Manager.


Responsibilities

· In charge of the recruitment for the entire Organization.
· Manage with a team the hiring and on-boarding of Employees through Manpower agencies, Job Portals, Media, Advertising etc; across the GCC, Middle East and the Asian sub-continent.
· Work closely with hiring managers to define job requirements, outline job postings, and develop new sourcing strategies.
· Establish effective networks both internally (e.g. referral program’s) and externally (e.g. agencies, graduate programs) to support sourcing strategies.

· Consult with business and functional heads to define competencies for specific roles.

· Screen, shortlist, interview, negotiate & hire employees.
· Prepare employment offers and job contracts. 

· Initiate and complete local and overseas hires.

· Coordinate with immigration division for new visa issuance or sponsorship transfers.

· Manage inductions, coordinate trainings and help new hires with relocation and smooth on boarding (opening Bank Account, Applying for License, visa stamping, certificate attestations, Information on schools, properties etc.)

· Prepare letters and necessary documents and guide local hires through – police clearance & Medical clearance for government authority approvals and visa stamping and sponsorship transfer. 
· Manage recruitment agencies; negotiate terms and conditions for agreement sign up.

· Do reference checks on performance of recruitment agencies with various companies, the cost involved, review timeline of hires and recommends changes and improvements

· Prepare the necessary legal documents, demand letters, and necessary attestations for security staffing.

· Register the company with the migration systems in respective countries if required. 

· Design and outline the recruitment campaign process, policies, interview documents, and forms. 
· Designed and Developed Recruitment process for Campaigns with relevant assessment and psychometric testing tools. 

· Prepare Recruitment and Manpower Plans in accordance with each department Requirement.

· Prepare Recruitment Section budget. 
· Generate reports, document workflow for the department and update the policies and procedures. 
· Developed graduate pipeline and candidate pools.

· Has good knowledge of Qatar Labour Law.
· Stays updated with ministries of foreign employment in various countries of interest for overseas work force recruitment.

· Research on new recruiting technologies, sourcing tools and interviewing process to improve success rates.
· Head hunted candidates from LinkedIn and other Qatari Forums. 
· Testing, interviewing & evaluating the existing staff for performance review and organizational restructuring. 

ORGANIZATIONAL STRATEGIC PROJECTS

· Career Development Program and Succession Planning 
· Comprehensive Performance Appraisal System
· New HR Induction Procedures
· Policies and procedures revision – Recruitment Section. 

· Member of the organizational restructuring and authority matrix design team.
	Ramee Group of Hotels and Resorts – Abu Dhabi, UAE (January 2000 to September 2007)                                                                                                                

	Chief Accountant


Ramee Group of Hotels and Resorts is a well know chain of Hotels and Resorts spread all over the GCC and the Indian Sub-continent.
Responsibilities

· Checking the Daily Night Audit Report and forwarding it to the Finance Manager.

· Looking into the Bills Receivables/ high bills on a daily basis and making sure that all Invoices have been sent to the corporate clients with the necessary back-ups, as per the ageing summary.

· Looking into the Bills Payables, making sure that all Suppliers/clients, others; cheques have been made, signed by self and forwarding it to the Finance Manager.

· Handling the Purchase department single handedly with an Assistant.

· Making sure that the Suppliers supply the best quality of goods at competitive prices. Selection of suppliers made beforehand on the basis of their quotations/least prices and quality products.

· Setting up payments terms (No of days – 30, 60, 90 etc) with the Suppliers on the basis of the type of goods/services supplied/provided.

· Overall Audit of the daily transactions.

· Going through the Outlet bills/Complimentary sheets/Spoilage reports, etc

· Going through the Front office bills, Receipts/Payments/Paid Outs/Allowance Vouchers etc, and authorizing the same.

· Pay roll/Leave Salaries/Final Settlements of staff, etc

· Co-ordination with all department heads and finally reporting to the Group Finance Manager.

	Ramee Group of Hotels and Resorts – Dubai, UAE (January 1999 to December 2000)                                                                                                                

	Night Auditor                                                                                       


Responsibilities
· Responsible for audit of the Entire Operation System (Sales, Front Office, Outlets etc…)

	Ramee Group of Hotels and Resorts – Dubai, UAE (April 1997 to December 1998)                                                                                                                

	Accounts Executive


· Started my career as an Accounts Executive with the Regent Palace Hotel  - Dubai, UAE, a Four Star Deluxe property managed by the Ramee Group of Hotels & Resorts.
	TRAININGS, CERTIFICATIONS& MEMBERSHIPS
	


Mecton Certificate of Participation in HR Planning and its strategic Importance for the Construction Industry in Qatar – Oct 2011

(Presented by Mr. Aldrine Fernandez (Chartered member of ILM, UK)

Recruitment & Retention Strategies – Including Qatarization and Talent Management Training – Feb 2015

	EDUCATION
	


        Masters Degree in Commerce (M.Com) Previous – 1st year - 1996, Karnataka University, INDIA.

         Bachelors Degree in Commerce (B. Com) – 1st class - 1995, Karnataka University, INDIA. 

	CREATIVE KNOWLEDGE & IT SKILLS
	


Recruitment Software | ERP: Human Resources software| well versed with MS Office Tools| e-Recruitment
	SOFT SKILLS
	


· A tenacious individual with strong communication, presentation and interpersonal skills developed within various customer service environments. Very adaptable and well organized. Change orientated, self-motivated and highly initiative.

· Always eager to pursue new challenges

· Excellent Organizational and interpersonal abilities, with an outstanding written and verbal command of the English language and working knowledge of Arabic.

PERSONAL DETAILS

Date of Birth

:
02 Oct, 1973.

Marital Status

:
Married and 2 Children.

Religion

:
Christian.
References Available upon request.
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