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Yasir
Career Objective
Career Objective: A management professional with 8.6+ years of experience in Human Resources policies, along with associate areas of employee relations, employee engagement, performance appraisal, time management, disciplinary investigations, training, leave administration.

Seeking a pivotal role in a dynamic organization to utilize accrued strategic HR acumen, towards achieving organizational objectives. 

Employment Type: Employee 

Employment Status: Full time 

Notice Period: Not required (Immediate joining)

Personal Information 

Birth Date: 12 May 1978 

Nationality: India 

Passport Number: M0575248

Marital Status: Married 

Number of Dependents: 1 

Contact Information 

Email Address: 220636@2freemail.com 
Country: India

Experience (8 Years, 6 Months) 

H.R Supervisor

At Qatar Aircraft Catering Company (QACC - Qatar Airways Group) 

Location: Doha, Qatar 
Company Industry: Airlines/Aviation 
Job Role: Human Resources/Personnel
January 2013 – July 2014 Key Responsibilities: 
• Involving in the recruitment process right from sourcing resumes through Sniper Hire (e-recruitment tool), short listing the candidates, on boarding the new hires in the SSHR (Oracle) till issuing confirmation letters to the employees. 
• Ensuring all files and records are kept up to date to include absence monitoring, maintaining manpower headcount, records for attrition analysis at the end of a quarter, right to work documentation and training records.

• Maintenance of staff requisition forms (SRF) as per QACC Manpower budget and maintained the job description inventory. 
• Providing inputs for disciplinary and grievance procedures pertaining to leaves, overtime, salary, uniforms, Exit permit, safety gears (shoes, reflectors, helmets etc) and other H.R related issues pertaining to all the grades. 
• Overseeing personnel management, including wage increases, promotions, advance salary and retro payments in compliance with company policies. 
• SPOC for all employee engagement activities such as employee of the month, orientation program, various trainings, coordinating tool box talk and other safety related trainings from the admin side. 
• Conducted and analyzed exit interviews and coordinated till final settlement. 
• Preparing employment contracts, starter and leaver information, sickness/tardiness/attendance and leave entitlement records on a monthly basis in e-TAS (a tool for absence, overtime and leave management) as well as maintained best practices to reduce incidence of employee-related issues. 
• Responsible for ensuring EH&S standards are adhered to, preparing and verifying EOSB reports as well as managing special Projects given by Human Resources Business Manager. 
Projects Handled – Transition to Hamad International Airport (HIA)
• Played an important role in Transition to Hamad International Airport (NDIA) from Doha International Airport (DIA).

• Handled Transportation for daily Up-Down to New Airport. Scheduling shuttle buses, coordinating with vendor, drivers & departments to ensure smooth transference of the employees.

• Handled Lockers for all the staff at the New Airport. Allocation of the lockers, training the staff to use it as it is electronic and required passwords.

• In charge of contract staff management at the new airport. 
Earlier Projects – Old Airport (DIA)
• Aviation Security Awareness online training to all the staff on GEMS e-learning portal.

• Flu Vaccination – Planned & supervised the complete activity

• Basic M.S Excel training for lower grade staff.

• Finger print scanning & configuring for punch in attendance cards 1200+ employees in e-TAS tool (time attendance management system)

H.R Manager

at P.N International (Karam Group) Location: Lucknow, India 
Company Industry: Manufacturing and Production 
Job Role: Human Resources/Personnel
March 2012 - December 2012 Key Responsibilities: 
• Managed a full operational HR remit for recruitment process for short listing candidates, interviews, assessments, liaising with department managers and offer letters.
• Envisaged long/ short term corporate goals, calibrated/ updated the Employee Hand book and focused on devising strategies to harness the synergy of existing personnel to achieve core business objectives.
• Served as administrative liaison for all employee facilities, monitored office aids i.e. system, email etc, ensured availability of first aid kit, fire extinguishers, safety boards, warning signs etc as well as distribution of aprons, gloves, safety shoes, gloves and helmets to the workers. 
• Maintained proper documentation and disseminated key information to Executives and workers on employee relations issues e.g., discipline, capability, grievance, etc. 
• Managed current job descriptions and managed employee performance evaluation programs. Oversaw/ supported annual salary review process, promotions, transfers, bonuses, etc. 
• Oversaw employee recognition initiatives and displayed of best worker, best department Photos on the floors and on the gates, on FDO (Front Desk Office) for executives as well as managed computation and distribution of the salary. 
Assistant Manager
at SAS Hotels & Properties (p) Limited Location: Lucknow, India 
Company Industry: Real Estate 
Job Role: Human Resources/Personnel
April 2009 - March 2012 Key Responsibilities: 
• Oversaw employee staffing responsibilities, which included Pre & Post Hiring Activities, E - Recruitment's, On boarding, Coordinating Training, and Payroll Processing; Employee Relations, Performance Appraisal, Employee Engagement; personnel records, job analysis and descriptions, promotion and transfers.  
• Designed, developed and administered health/welfare benefits policies including employee PF, ESI, Med claim, other Employment Registration forms, Relieving forms, other remittances and filings, Leave Encashment, Leave Travel allowances, Medical Reimbursements, etc. 
• Responded to queries from both management and staff, and ascertained timely resolution of employee grievances and harmonious working environment at all levels. 
• Ensured proper documentation, E-Recruitment's and On-Boarding in the system and liaised with business heads for rising of requisitions and ensuring that it is filled in the agreed TAT. 
• Mediated with Payroll department for payroll processing, provided information and data to payroll Office regarding payroll confirmations and deductions on a monthly basis. 
• Constantly kept the HRIS updated with information on employee status such as new hires, promotions, lateral moves, location changes and terminations through ERP tool. 
HR Executive

at Vodafone Essar Digilink Limited Location: Lucknow, India 
Company Industry: Telecommunications 
Job Role: Human Resources/Personnel 
September 2007 - October 2008 Key Responsibilities: 
• Coordinated/evaluated and implemented comprehensive employee relations, Performance Appraisal, Training, Employee Engagement, E- Recruitment and On-boarding policies and processes to create a positive work atmosphere. 
• Administered job evaluation/ grading systems to formulate guidelines for promotions / increments and processed Medical, LTA reimbursements, applied for leaves and marked attendance, etc. 

• Served as SPOC for all the employee relations activities and On-boarding of new recruits in ERP tool. 
• Oversaw staff welfare policies, employment specifications processing employee PF, ESI, Med claim, other Employment Registration forms, Relieving forms, other remittances and filings as per the Company Law in addition to Group Med claim (Hospitalization) and Group Personal Accident Insurance policy. 
• Assisted with performance appraisal system, prepared MIS analytical reports for management on status/ progress on all HR activities and updated the HRIS for changes affecting employee status such as new hires, promotions, lateral moves, location changes and terminations. 
• Managed key employee engagement activities like Vodafone day, various sports tournaments, month end celebrations, and all festive celebrations. 

Other Professional Experiences: 
• May 2006 - Sept 2007: Talent Acquisition Coordinator, DELL International Services (P) Ltd, Gurgaon (Pilot Batch) 
• Mar 2005 - May 2006: HR Executive, PCL Call Center, New Delhi 

Education 

Master's degree, MBA - Human Resources 

At Indian Institute Of Planning And Management
Location: Delhi, India 
Completion Date: May 2005 
Bachelor's degree: BBM 

At Bangalore University
Location: Bengaluru, India 
Completion Date: May 2003 

Other Trainings & Certifications: 
• SAP HCM R/3 Version ECC 6.0 implementation training, Siemens, Bangalore (India) (Feb 2009—Mar 2009) 
• Diploma Certificate in IT & MS Office from UPDESCO, Lucknow, India (May 2000) 
