RADHA  
RADHA.178327@2freemail.com 

JOB OBJECTIVE
Seeking senior level assignments in Human Resource Management from an organization of high repute, preferably in UAE
PROFILE SUMMARY
· An astute professional with over 24 years of experience in handling HRM, Recruitment, General Administration, Training & Development, Employee Relations and Team Management

· Experience in managing modern HR Systems with deftness in maintaining harmonious relations among management & employees through administration and resolution of employees’ grievances

· Honed skills in handling day-to-day activities in coordination with departments for smooth functioning of the organization

· Comprehensive experience in directing efforts towards identification of learning & development needs through mapping of skills required for particular positions and analysis of the existing level of competencies

· Demonstrated aptitude for labor and employment laws including complaint investigation to legal actions

· Accredited for contributing significantly in the launch of ERP

· Proficiency in assessing as well as recognizing, respecting & nurturing the creative potential of each resource using different sources of evidence and responding to all queries in a spontaneous manner    

· Possesses effective communication, interpersonal, analytical & problem solving skills

AREAS OF EXPERTISE
HR Management




Recruitment / Selection


General Administration

Training & Development



Employee Management


Manpower Planning

Statutory Compliance



Payroll Management 


Performance Management
WORK EXPERIENCE
Since Jul’08 with Granite Construction Co., Abu Dhabi, UAE as Human Resource Manager

Role:

· Shouldering responsibility of maintaining:

· Work structure by updating job requirements and job descriptions for all positions
· Organization Staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analysing exit interviews and recommending changes
· Management Guidelines by preparing, updating, and recommending human resource policies and procedures

· Historical Human Resource Records by designing a filing and retrieval system; keeping past and current records

· Pay Plan by conducting Periodic Pay Surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions
· Human Resource Staff by recruiting, selecting, orienting, and training employees

· Job results by counselling and disciplining employees; planning, monitoring, and appraising job results. Contributes to team effort by accomplishing related results as needed

· Planning, monitoring and appraising employee work results by training Managers to coach and discipline employees

· Scheduling Management Conferences with employees; hearing and resolving grievances; counselling employees and supervisors
· Preparing employees for assignments by establishing and conducting orientation and training programs

· Supporting and updating Employee Benefits Programs and informing employees of benefits by studying and assessing benefit needs and trends

· Recommending Benefit Programs to management; directing processing of benefit claims and obtaining & evaluating benefit contract bids

· Awarding benefit contracts, designing and conducting educational programs on benefit programs
· Ensuring legal compliance by monitoring and implementing applicable human resource state requirements (UAE Labor Law)

· Conducting investigations, maintaining records & representing the organization at hearings

PREVIOUS EXPERIENCE 
Jul’06 – Jul’07 with Daewoo Engineering & Construction, Mesaieed, Qatar as HR Administrator

Jul’04 – Jan’06 with GS Engineering & Construction, Mesaieed, Qatar as Administrator

Apr’00 – Mar’04 with SUraj Condominiums Pvt. Ltd., Bangalore as Assistant Manager-HR & Administration
Apr’95 – Mar’00 with Vero President Systems Ltd., Bangalore as Executive-HR & Administration 

Apr’89 – Mar’95 with Elrack Systems Ltd., Bangalore as Administrative Officer 

Oct’87 – Mar’89 with Sunray Computers Pvt. Ltd., Bangalore as Administrative Assistant 

Highlights:
· Holds the distinction communicating to the employees on company’s Position. 
· Involved employees in creating objectives and spend time to in still trust and Accountability
· Introduced rewards and recognition program and revised work life balance structure.

· Imparted training on: 

· Orientation to business: Company policies and procedures, Legislation, Explanation of benefit package, facility and work areas: Describe job responsibilities and performance expectations
· Pivotal in developing the HRIS System and implemented the same 

· Honoured with “Best Employee” in the year 2007 
· Imparted training to the Front-Line Supervisors, Managers and Administrators

· Conducted Employee Satisfaction survey. 
· Offered fair and competitive salaries
· Provided adequate advancement opportunities
· Foster an environment of teamwork

ACADEMIC DETAILS
2001
Post Graduate Diploma in Human Resource Management from University of Mysore, Karnataka

1999
Masters in Human Resource Management from University of Mysore, Karnataka
1998
Diploma in Personal Management & Industrial Relations from National Council for Labor Management, Chennai
CERTIFICATIONS
· Certificate in Personal Practice (CIPD – CPP), Chartered Institute of Personal Development, United Kingdom

PROFESSIONAL MEMBERSHIPS

· Associate Member, Chartered Institute of Personal Development (CIPD), UK  

· Member Society of Human Resource Management, USA 

· Life Member National HRD Chapter, India 

· Member Asian HRD Board

PERSONAL DETAILS
Date of Birth

5th January 1964
Nationality

Indian
Marital Status

Married
No. of Dependents
3
Visa Status

Residence Visa
Driving License

Indian
Languages Known
English, Hindi, Tamil, Malayalam, Telugu & Kannada
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