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Personal statement



Certified Human Resource Management Professional (CHRMP) with 9 years (1 year 9 months in Saudi Arabia) experience in managing full Spectrum of Human Resource Management. A highly organised and efficient individual, whose thorough and precise approach to projects has yielded excellent results.
Key Skills 



· Talent Acquisition
· HR Operations

· Vendor Management

· Proficiency in all areas of Microsoft Office, including Excel, Word and PowerPoint

· Understanding of UAE Labor Law 

Employment History


Assistant Manager- Bangalore, India
(December 2013 – October 2014)

Achievements and responsibilities: 
· Conducted full cycle recruitment and participated in selection panels as necessary. 
· Identified new, cost effective resources for recruitment and reviewed effectiveness of manpower planning.
· Facilitated pre-employment medical procedures pertaining to the requirements of Clients.

· Developed and implemented in house Training program for staffing solutions.
· Implemented a new filing and indexing system for files, resulting in greater ease of access and a more time-efficient process

· Managed Probationary and Performance reports, issued probationary guidance, identified and Monitored reports which are unsatisfactory.
· Assisted employees in sorting their issues related to work environment, policies and procedures, promotions, and payroll

· Implemented a change of stationery supplier, reducing costs by 20%
· Assessed current and future policy requirements to support business activities in conjunction with Senior Management.
· Processed new-hire, transfer, benefits, leave, payroll, termination, exit paper work in accordance with various policies and laws and served as single point of contact for management and staff 
· Participated and documented in meetings that involve a range of issues as needed or assigned for the purpose of developing standards and recommendations.
· Prepared reports by collecting, analysing and summarizing data.

Administrator, ABV Rock Group Ltd, Riyadh, Saudi Arabia
(March 2012 – November 2013)

Achievements and responsibilities: 

· Presented a professional and friendly first impression of the Company.
· Anticipated resource needs to forecast demands and developed recruitment strategy.

· Assisted in making recommendations to higher management regarding recruitment, training, policies and procedures and provided comprehensive advisory and administrative support to other departments.

· Acted as liaison between staff and management to address various situations as necessary.

· Formulated and performed proper induction and orientation introducing Organization Structure- Who’s Who, Terms of employment, Company policies and procedures.

· Synchronized probation confirmation with departments and monitored timely completion of Employee performance evaluation.
· Developed a wide variety of written materials in both manual and electronic formats (payroll, leave, forms, procedures) for the purpose of documenting activities, conveying information, written reference.
· Administered daily department activities and provided general support to address and resolve employee issues and conducted investigations as necessary

· Ensured timely reporting of participant data provided guidance regarding benefit policies and Leave travel procedures and updated HRIS.
· Audited new employee files and Conducted regular HR Audits.
· Researched, Implemented, and reviewed HR policies. Also conducted a study on impact of HR policies in the organization.
· Cut employee transfer (Relocation) processing time in half by streamlined and organized paperwork.

· Revised job descriptions to construct an accurate picture of duties and skills required for positions.

· Enhanced department and organization reputation by accepting ownership for accomplishing new and different requests, exploring opportunities to add values to job accomplishments.

HR Manager, Uthrad HR Solutions Pvt Ltd, Bangalore, India 

(February 2009 – February 2012)

Achievements and responsibilities: 

· Managed a broad range of HR functions including employee screening, hiring, orientation, payroll and benefits administration, policy development, database administration and file management.

· Acted as an intermediate between Business and Corporate

· Filled maximum number of candidates for the open positions across all the third party agencies with client CSS Corporation in the year 2010-2011
· Set up and participated in client meetings to build relationships, price the service, negotiate contracts, close business deals, receive recruitment updates 
· Conducted regular follow-up to determine the effectiveness of recruiting plans and implementation.

· Interacted with employees to inform them of business matters/priorities, to provide work direction or guidance regarding employment.
· Diary management, Prepared correspondence and documents, created presentations and meeting minutes

· Clients :- CSS Corporation, Society General, Capgemini, I5 Clinical research, Hike Shoes, Connect Advertising, Lumiere Organics Restaurant, Xchanging BPO.
Senior Executive HR, Gradient Technologies Ltd, Hyderabad, India 

(October 2006 – December 2008)

Achievements and responsibilities: 

· Lead the creation of recruiting and interviewing plan for each open position identifying effective sources, efficiently assisted in filling open positions.

· Worked with hiring managers to develop and review job descriptions.

· Implemented training programs, evaluated and recorded training assessment
· Assisted with development of performance evaluation and reward systems.

· Introduced Employee review meetings and personalized reward.

· Monitored and recorded leave and absence and processed for payroll.

· Resolved employee concerns in accordance with the company policies.
· Communicated with applicants, employees, other departments for the purpose of providing information and assistance concerning recruitment, employment, personal records, and other related requirements. 

· Generated HR data reports and performed file management.

Recruitment Support Executive, Target Employment Solutions, Bangalore, India 

(October 2005 – September 2006)

Achievements and responsibilities: 

· Handled End to End recruitment for ES( Enterprise Solutions) project

· Received requirements from the Management and distributed to team members.

· Sourced candidates through networking, referrals, internet( job portal) searches, internal database

· Screened, Validated and Short-listed against requirements and eligibility criteria

· Set up and Scheduled technical evaluations by managing and discussing requirements

· Sent Reminder mails, re-allocation/re-schedule as and when required
· Followed-up on offers made to ensure acceptance and joining.

· Maintained and organised the company filing system
Education



MBA, CMR Institute of Management Studies, Bangalore University, India
(August 2003 – July 2005)

Human Resources & Marketing
Bachelor of Engineering, KSR College of Technology, Periyar University, India
(September 1998 –May 2002)

Mechanical Engineering
Certification & Honour



CHRMP- Advanced (Certified Human Resource Management Professional), Accredited by IAO, Texas, May 2014.

Presented a seminar on “Strategic Trends in Talent Acquisition” at Sridevi Institute of Management Studies, Tumkur, Karnataka on 23 April, 2011.
Personal Details


Nationality


-
India

Languages Known

-
English, Hindi, Malayalam, Tamil, Kannada, Arabic (Basic)

Visa Details


-
Visit Visa
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