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Group HR & Admin Manager
UAE driving license with own car

HR &Admin Professional having 8 Years of executive leadership experience in well-known organizations. Extensive background in complex and challenging environments with proven ability to manage the manpower of the organization. Excellent communication and people management skills that have been honed through working in teams.
AROUND 8 YEARS OF PROFESSIONAL EXPERIENCE IN HR & ADMIN FUNCTIONS
Recruitment & Induction

Policy Formulation

Compensation & Payroll

HR Manual



Setup HR department

Standard Documentation
Maintain HRIS



Performance Appraisal

Exit Formalities

Recreational Activities


Employee Grievance

Leave Management
Visa Services



HR Budget


Exit Interview 
Training & Development

Insurance


UAE labour law


Swiss Watch Group, Dubai – UAE




November 2010- Till Date

Designated as Group HR Manager
Operating headcount of 150+ employees

Established in 1996 Swiss Watch Group focuses on the distribution of luxury watches and jewellery in the Middle East market. Swiss Watch Group is a group of companies that caters to UAE and Middle East market.
Parts International Co. LLC. Dubai – UAE




June 07- Oct 10
Designated as Executive HR

Parts is a 23 years old company headquartered at Dubai, recognised as one of the UAE's distinguished distributor , Importer and exporter of Automotive spare parts, accessories and car care products

American Epay Services Pvt. Ltd., Noida - India




Oct 05- Apr 07
Designated as Manager HR

Operated headcount of 500+ employees
American EPAY Services is an organization that specializes in managing time and labor for companies looking to accurately manage their workforce and the corresponding costs related to their people.

HR Responsibilities Handled
Manpower Planning& Recruitment
· Designing of Short term and long term man power planning and accordingly flout out the recruitment program. 

· Planning human resource requirements in consultation with heads of different functional & operational areas and conducting selection interviews.

· Handle hiring through LinkedIn, job portals, references, campus hiring and placement consultants. 

· Managed local and international recruitments.

· Issuing Manpower Requisition form to the concerned Superior and getting the Interview Feedback form filled to streamline the process of recruitment.
· Developed and managed recruitment and selection process. Ensuring that the policy is adhered to. 

· Practiced recruitment through different sources like References, Social sites, job portals, overseas recruiters and Implemented “Bring a Buddy” policy.
· To design job description of every position and restructure the entire organogram to optimize the requirement.

· Salary Negotiation and making the Offer.

· Issuing Appointment letter after all the reference checks.
Visa Processing &Induction

· Liaise with PRO for all visa processes including visas for new recruits, labour card, visa renewals and cancellations

· Designing the Basic Induction Program that involves Organization Structure, Basic rules and policies.

· Sending E-Policies softcopy to the new hired.

· Keeping track of Induction checklist.

Training
· Liase with outside training agencies to impart the skill specific training.

· Identifying training needs across levels through mapping of skills required for particular positions and analysis of the existing level of competencies & organising Induction Training for new recruits.

· Responsible to design monthly/ Yearly Training Calendar and coordinating the training programs. 

· Ensuring the new joiners are trained on internal software.

· Evaluating Training programme by getting the Training Feedback form filled by the trainees. 
Policies and Procedures

· Advise managers on organizational policy matters such as equal employment opportunity and sexual harassment, and recommend needed changes.

· Designed and Implemented HR Manual as per UAE labour law.

· Ensure that all employees are following policies and designed procedures to ensure a smooth organization culture.

Performance Appraisal System

· Analyze Appraisals and act on the findings of the same (analysis of training needs / job rotation / promotion / transfer etc.).

· Implemented Balance Scorecard System for Performance Appraisal System..

· Conduct Appraisal twice in year, Mid Review and Annual Review
· Issuing the increments, promotions, and transfer letters to the employees.

· Conducting open sessions with employees pre and post appraisal and settings the KPI’s.
Employee Engagement

· Handling employees’ day-to-day queries and queries related to joining, compensation & exit. 

· Counselling / grievance handling of the employees to maintain a healthy work environment and facilitating employee satisfaction
· Follow the Open door policy to resolve the employee grievance.

· Ensure appropriate communication at all staff levels.

· Drafted and initiated OD & Employee Engagement Programs namely Monthly Food Festival, Best Employee of Month/ Year, Annual Sports/Picnic, CSR Initiatives, Reward Recognition, Cross Department Exposure Training etc.

· REP (Re-inventing Education Program) a knowledge sharing initiative where identified Key/Critical employees give out presentations and share knowledge of their field of expertise.

· SHARP (Self Help & Rise Program) where identified high potential employees are given out cases to solve pertaining not only to their functional areas but other functional areas as well to develop their functional & managerial skills. 
HR Practices and Organization Culture:
· Focused on developing, cascading and reinforcing the culture.Links culture with HR processes & policies.

· Promoted communication and involvement among employees on organizational issues. 

· Conduct on line Employee Survey twice in years and make action plan to improve organisation culture.  
Documentation:
· Manage and update personnel files and documentation.

· Issuing Appointment letters, Confirmation letters, Handover letters and other documentary letters.
· Maintain Leave Management system, Visa records of Employees.

· Monitoring employee attendance through finger punching machine and summarising monthly attendance.

Insurance:
· Responsible for sourcing best Insurance provider.
· Yearly renewal of Insurance for Office Premises, office vehicle and employee health insurance.
· Handled the documentation for Life Insurance and General Insurance.  
· Negotiating with Insurance companies on providing better coverage with best premium rates.
MaintainingHRIS& HR Budget:
· Updating Company Monthly HRIS.
· Calculating Attrition rate for the every month.

· Design task for the next month

WPS/Payroll Processing:
· Prepare and process payroll through WPS software.
· Ensure that necessary deductions and earnings are adjusted before processing payroll.
Exit Interview& Final settlement:
· Conducting Exit Interview of the exiting employee.

· Monthly Evaluation of the Exit Interview form to the satisfaction of the employee.

· Calculating employees final settlement (as per labour law) after necessary deductions, if any.

Admin Responsibilities Handled
· Acting as info-hub for providing administration related information and supervising administrative activities like general admin, Transport,GPRS, fuel, IT & Pantry equipment’s,furniture, stationery stock, petty cash, courier tracking system , Office cleaning services, First Aid &Travel management .
· Specialization in handling back office operations, inter-office correspondence, monthly billing, cheques, documentations etc. 
· Allocation of space\assets and maintaining records.
· Vendor registrations, Evaluation and procedure improvement.

Achievements:
· Setup HR Department

· Implemented Bring a Buddy Policy.
· Implemented Formal Performance Appraisal system in organization.

· Proposed and took Monstergulf (recruitment portal) access and reduce hiring costs to nil.
· Appreciated with the tag of “Star Contributor” during the new office set up.
· Drafted and Implemented HR Manual for the company to streamline policies & procedures.

EDUCATION
· MBA, specialization in HR, from Jagannath Institute of Management Sciences, New Delhi 2006


· Bachelor in English Hons. from Vivekananda College, Delhi University
PERSONAL VITAE

Date of Birth

:
24 December, 1983

Nationality

:
Indian

Visa Status

:
Employment Visa
Languages

:
English, Hindi

Marital Status

:
Married

UAE Driving License
:
Yes
Hobbies

:
Reading, People relation
