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Human Resource Professional
HR Generalist . Administration . Recruitment . Employee Relationship Management . Policy . Payroll . HR Budget . Talent Acquisition and Management   . Project Coordination . Organizational Plan . Performance Appraisal                      . People Skills . Labour Camp Management . Financial Activites
A strategic business partner having experience of 7 years in Human Resource and Administration field. Well qualified person and catalyst for innovative initiatives that address today’s business challenges of attaining revenue goals, controlling expenses, satisfying customers and attracting / retaining talent while achieving business and profitability objectives. Proven experience in transition of start-up organization into a highly effective one as well as leading organization through accelerated growth or rapid change.
Key Accomplishment

·  Managed the end to end recruitment of 800 employees of various blue and white cadres

·  Reward and compensation planning for organization to support its dynamic expansion.

·  Defined an organization Chart and chain of command structure.

·  Build a Grading plan and executed salary Mapping to support the performance and promotion policy of organization

·  Defined and structured HR related company policy and worked on  creating employee handbook.

·  Managed the project for Document Control and filing systems.

·  Keep employee information as up to date and analyze their performance timely
·  Distribute the salaries for labour to their respective labour camps & asssit for new employee in order to arrange an accomadations
·  Track and coordinate Visa/ labour / Immigration details of onboarding employees and liase  with PRO for prompt actions without any fines.
Knowledge and Expertise
· Compensation & Benefits 
 . Rolling out HR Policies 
    . UAE Labour Law

  




   & Procudures 

.    SAP HCM


             . ERP Navision

    . CBCM

.    Employee Relations  
. Organizational 
                . Training &           Development                              Developement


.    Payroll Management
. Time Management

    . Attendance   





      Management

.    IT Management
                         . Visa Coordination

    . Expatriation & 

                              Repatriation

 .   Preliminery Selections 

.  WPS                                       .  Sourcing Techniques
 .   Administration 
                        .  Transportaiton                      .  Accommodation 

 .   Work Station Arrangements      .  Performance Management
                       Professional Experience
TMQ L.L.C, Dubai (Channel Partner in Etisalat)
Officer – HR & Admin





Dec 2013 to Present 
Roles & Responsibilities:

· Recruiting and finalizing manpower depends on requirements.
· Responsible in the onboarding process of new employees - Visa, Tickets, accommodation, transportation, relocation assistance, work station, IT arrangements etc.
· Selecting and matching candidates for appropriate positions provide suitable profiles within the deadline and offer quality candidates that match the requisitions.
· Sound technical HR knowledge and understanding of all relevant UAE employment legislation

· Administration of HR Operations i.e. Recruitment, Compensation & Benefits, Training, Employee Relations, Attendance and Time management.
· Expatriation and repatriation process for staff as and when required
· HR Policy Manual maintains, update and implements department wise into the organization.

· Interview Candidates for various requirements maintain regular data base. Constantly monitor the candidates on the database to ensure availability is kept updated by rolling them accordingly

· Ensuring achievement of the recruitment targets as per the approved manpower budget. Organize advertising, interviewing and selection processes for recruitment campaigns

· Potential candidates and suggest best fits for various positions in order to ensure that right people are in right positions.

· Negotiating Pay and salary rates and finalizing arrangements between the Client and the Candidate by offering advice on pay rates, training and career progression.

· Constantly tracking & monitoring daily submitted applications in Etisalat and generate customize report from CRM in order to closed applications 
· Calculating commissions for outdoor staffs according to etisalat report and verifying to our internal reports before pay out. 
· Prepare employee payroll by calculating pay and distributing salary by WPS.

· Monitor performance of staff as per management guidelines and issues timely memos / warnings as and when required.

· Orient new employees by providing orientation information and company policies.

· Prepares reports and recommends procedures to reduce absenteeism and turnover to achieving revenue targets. Reviewing recruitment policies to ensure effectiveness of selection techniques and recruitment programs.
· Track and coordinate visa/labor/immigration details of employees and liaise with PRO for prompt action.
· Contributes to team effort by accomplishing related results as needed. Obtain the generated report from CRM/Navision in time to time.

· Advises management in appropriate resolution of employee relations issues. Responds to inquiries regarding policies, procedures and programs 

· Conducting open walk-in-interviews and deciding on the candidate during massive requirements as and when required.
HR & Administration Officer  
 

Gulf Spic Engineering L.L.C, Dubai
Aug 2012 – July 2013 
 
Deputed from: EDAC Engineering Ltd, Chennai (Formally known as SPIC GEL)
Roles & Responsibilities: 
· Three projects comprising with 7 assistants in total with 3 support staff reporting directly to me.
· Leading the team members and assigning the task for them based on daily progress report.
· Organizing and supervising administrative activities that facilitate efficient running of office.
· Dealing with all HR & administrative aspects of the company like profile updating, deliveries, invoicing, recruitment, selection & financial activities for all departments as and when required.
· Oversee the accounts payable and account receivable systems in order to ensure complete and accurate records of all moneys.
· Employee files and records in order to ensure accurate payment of benefits and allowances.
· Manage all centralize H R functions and facility management. Determine optimal staffing needs and source the right people for the right positions

· Knowledge about Immigration, visa procedures and labour systems.  
· Recruited more than 1100 skilled and semi-skilled manpower sourced from India for shutdown project by conducting direct interviews thro’ agencies.
· Supervising the work of support staff, monitoring their workload and performance. Meeting and corresponding with senior project managers and site managers

· End to End payroll process thro’ Wages Protection System (WPS)

· Review Salary scales, promote on performance base. Review the daily progress report which is received from site on time to time.
· Handling issues with subcontractors that maintain smooth functioning of operation in all sites.

· Recruitment & finalization of manpower and coordinate with PRO to obtain necessary document from labour. Excellent Supervisory and team management skills

· Manage timely processing of all visa related functions such as visa applications, visa cancellations, visa amendments and few more. 

· Grievance handling and take appropriate disciplinary action

· Transportation & Human resource management
HR & Admin Officer 

Client: GASCO, Habshan-Abudhabi                                     
Deputed from: EDAC Engineering Ltd, Chennai

Period: Aug 2011 to Feb 2012

Roles & Responsibilities:

· Coordination in signing of settlement on wages and service conditions. 
· Preparing PQ document and presentations 

· Working as part of a busy team, always ensuring customer & client satisfaction. 

· Responding to employee and client inquiries. Reviewing time sheet and preparing salary advice for all ongoing jobs.

· Wages disbursement direct to camp/site with more than 800 workers by each month
· Mobilized more than 1500 semi-skilled manpower from India for the short term shutdown projects.

· Attending query/complaint from site and take right discussion to resolve the problem on time.
· Oil Security and plant access pass arrangement as per site requirements. Getting manpower into the site on time after completion of required formalities without delay.
· Coordination with travel desk for arrangement of visa, air tickets & ECNR clearance. 
· Strong ability to manage conflicting and changing priorities. Assist with purchasing of office provisions

· Overseeing labor camps, employee transportation, fleet management etc. 
· Handling grievances of staff and workmen to ensure harmonious industrial relations

Admin Assistant 





       Gas Arabian Services, Saudi Arabia
Period: Dec 2010 to May 2011 


  Deputed from: EDAC Engineering Ltd, Chennai

Roles and Responsibilities

· Undertaking various projects and investigating and collating the results to the relevant parties

· Liaising with third party service providers and ensure correct solutions are delivered to budgets

· Monitoring and commanding the workers with various circumstances 

· Reviewing the time sheet and advice the salary for individual.
· Salary processing for all direct and indirect manpower’s.
· Planning Manpower, Leave Management, Full & final settlement, recruitment and finalization of workmen

· Attendance &Transportation management
· Provide full administrative support and back up assistance to other Executive Assistants as and when required.
As far as my experience in EDAC Engineering Ltd, Chennai (Formally known as SPIC GEL Group) the above onsite job has been worked under deputation during the period from Jan 2009 to July 2013.
Academics:

·  M.B.A - Dr. MGR Educational & Research Institute, Chennai.

          Percentage:  74 % (2008-2009)

·  M.C.A - Dr. MGR Educational & Research Institute, Chennai.

          Percentage:  84 % (2005-2008)

·  BCA – TBML College, Porayar.

          Percentage:  65 % (2003-2005)

Personal Profile: 

· Nationality                         :  Indian

· Marital Status                     :  Single

· DOB


:  06-08-1983
· Linguistic Proficiencies     :  English, Hindi, Malayalam & Tamil

