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OBJECTIVE

To pursue a challenging and rewarding career in HR through which I will be able to contribute to the growth of the organization and people at large.

Career Highlights
Company Name  : Mir construction co

Duration.             : September 2010 till date

Designation.        : HR Manager

Roles & Responsibilities : Recruitment and Core HR activities

About m c c

M c c is a diversified, global company that provides vital products and services to customers in more than 22 states. With more than 1200 employees in India.

Profile Summary:

'Hiring Process: Responsible for the entire hiring process starting from the receipt of talent requisition, getting into agreements with staffing consultants, HR interviews, offer proposal, offer negotiation and discussion with the candidates till joining. Also completed the internship & placement process for the year 2010 including designing the process guidelines, selection process & completion of projects

.General HR Activities include:

 joining Formalities: First day joining formalities, induction of new joinees and also keep the kit and personal files updated.

Performance Management: Implement the process as per the corporate guidelines, salary recommendation, approvals and issue letters. 

Payroll: Process monthly payroll for new joinees, salary increments, and other inputs.

Exit Process: Initial discussion with the employees, initiate exit process & complete final settlement.

Employee Communication & Resolving Issues: Close interaction with employees to understand their concerns and play a vital role in resolving issues & creating the right environment.

Training: Gather training needs, roll out training calendar, negotiate with vendors, implement the plan & evaluate the effectiveness.

  Created awareness  m c c values & ethics with presentation & group discussion process.

Employee Communication: Timely communication & updates to employees and also frequent interactions to know the plus. Proactively address the issues & concerns. Focus on continuous improvement of the HR processes.

Company Name.      : desertline project  qatar

Duration.                  : June 2009 to September 2010

Designation.             : HR   Asst  Manger

Roles & Responsibilities: Recruitment and Core HR activities

About  desertline


desertline is an  outsourcing company with focus on innovative business solutions using technology, services offerings include product engineering, migration, package implementation and remote support.including both application and infrastructure related offerings.

Profile Summary:

Handled recruitment at desertline for initial 6 months and also mentored junior recruiters in driving them to achieve the targets.

As part of General HR activities I have hands on experience on the below activities.

Joining Formalities: Induction of new joinees and also process documentation & designing the complete kit.

Performance Management: Driving the employees & managers to complete the assessment, salary recommendation & finalization. Also working on process improvement & implementation.

Payroll: Managing the payroll on monthly basis, giving inputs, validation, etc.

Exit Process: Handled exits of all nature, process the settlements & follow up on recovery cases.

Travel: Co-ordinated Visa Applications and Travels for various international & domestic travels. Also documented the travel process. 

Salary Tool: Designed a salary tool, which can be used during recruitment & appraisal to recommend salaries based on experience, qualification & performance.

Employee Communication & Resolving Issues: Close interaction with employees to understand their concerns and play a vital role in resolving issues & creating the right environment.

Training: Have co-ordinated the training activities for a short duration. Able to identify the training needs, negotiate with vendors, design the training contents, schedule & follow up to closure with feedback & evaluation and follow up if required.

Employment Satisfaction Survey: Have initiated ESS for specific teams within the organization, designed the questionnaire, ensured employee participation, analyzed the response & addressed the concerns with various stakeholders.

HR Audit: Completed HR Audit for joining and exit processes. Designed the questionnaire, conducted a formal internal audit, analyzed the results & presented a qualified report.

Fun at Work: Organized fun at work activities to lighten the work stress, encourage right attitude & build good work relationships.

Freshers Training: Imparted training for freshers's covering Presentation Skills, Communication Skills, E-mail, Telephone & Office Etiquettes, Body Language and Negotiation Skills.

  Food Coupon: Introduced food coupon as a FBP component with the benefit of FoodPlus Card.

Team Management: Leading, mentoring & monitoring the performance of the team to ensure efficiency i'ven HR operations, meeting of individual & group target
company  name.  : fil industries

Duration                 :Sep 2003  to may 2009

Designation           : hr  executive

Role and responsibilities. :
     Responsible for business HR activities of all the three divisions

     Managing the recruitment life-cycle for sourcing the best talent from    diverse sources after identification of manpower requirements for new/ existiingDepartments / Divisions.  

   Planning Human resource requirements in consultation with Zonal Product Heads to ensure optimum resource hiring and utilization in correlationwith business requirements. · 

      Updating and providing adherence of HR Policies with regard to         recruitment.    Organizing Training programs for internal department and division as per standards. ·   

    Handling promotions, up gradations, transfers, Performance Appraisal Program, Full & final settlement process and exit Interviews. ·   MIS Management - Accountable for ensuring qualitative and quantitative analysis of data in minimum turnaround time.  

   Lookng after all statutory activities related like PF, ESI & PT. Key Achievements,  Performing the role of ISO Lead co-coordinator for all divisions across the Zone.  

  Initiated and successfully implemented the project for Re-engineering of HR processes and policies across the region and zone in conjunction to the present scenario 

    ·Sourcing profiles from job portals, Reference, Database

PERSONAL STRENGTHS

· Commitment towards any task assigned to.

· Open to take up additional responsibility with ownership & accountability.

· Quality of work & customer oriented.

· Team coordination, convincing and motivation skills.

· Sincerity 

· Target oriented,  team work  and focused.

EDUCATIONAL QUALIFICATION 

	Name of Institute
	Degree
	Year
	Percentage/CGPA

	 Bangalore university
	MBA (HRM)
	2002
	65%

	 Bangalore university
	B.B.M
	1999
	63%


PERSONAL DETAILS  

Date of Birth

: 05/07/1975

Gender


:   male

Marital Status

: Married

Languages Known
: English ,Urdu ,Kashmiri

Nationality

: Indian

