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JOB OBJECTIVE

A dedicated professional with proficiency in mastering HR situations, highly knowledgeable in a wide variety of professional disciplines and an expert at implementing HR & employee welfare policies in quest of senior assignments in HR Generalist

with a leading organization of high repute.
PROFILE SUMMARY

· Master of Social Work (Human Resource Development & Industrial Relations) with over 9 years of experience in HR Generalist Functions , Talent Acquisition, Employee Engagement, Policies & Procedures and Administration 
· Presently associated with Terna Contracting WLL, Manama, and Kingdom of Bahrain as a HR Generalist.


· Rich experience in formulating & implementing innovative HR systems and policies, conducting training programs towards enhancing employee productivity and building committed teams.
· A keen planner, strategist and implementer for steering implementation of recruitment life-cycle after sourcing the best talent from diverse backgrounds including affirmative action.
· Formulating & benchmarking functional best practices to focus on development of abilities to meet present and future goals and mission set by the organization.
· Creative and Multi-disciplinary Executive renowned for devising management strategies to ensure employees are motivated, informed & aligned with the company’s vision and goals.
· Deftness in employee retention within the process through Early Warning Signals discussions, timely counseling, adequate communication, redeployment, etc.
· Sound knowledge of UAE Labor Laws, Bahrain Labor Laws, and Practice
· Proven leader with outstanding relationship building skills, strong communication & time management abilities and exceptional emotional intelligence that excels in matrix and hierarchical structures
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SKILL SET

~Human Resource Operations


~Payroll Operations


~Recruitment

~Industrial Relations



~Talent Acquisition


~Training & Development

~Documentation



~Performance Appraisals

~Employee Welfare
~Cost Management



~Budgeting



~Process Improvement
~Administration




~Employee Relations 


~Database Management

~Payroll




~Employee Engagement


~Grievance Handling

CORE COMPETENCIES
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· Conceptualizing & implementing policies for effective management of available human resources and development of human capital across the organization
· Identifying training needs across levels through mapping of skills required for particular positions and analysis of the existing level of competencies

· Partnering with the business leadership team to help build and implement effective People strategies to manage and control attrition, employee engagement and performance driven culture

· Establishing administrative policies and procedures; overseeing the smooth execution of maintenance operations in the office 
· Managing the complete recruitment life cycle for sourcing the best talent from diverse sources 
· Implementing  employee engagement practices for a vibrant & joyful working environment
· Coordinating in the formulation and implementation of increment, incentive and other remuneration policies
· Steering initiatives for identifying high potential, high performing talent within the organization, while providing accelerated developmental work assignments and training opportunities
· Planning human resource requirements in consultation with heads of different functional & operational areas and conducting selection interviews; coordinating manpower planning, recruitment, induction & exit interviews
EMPLOYMENT DETAILS
Since Sept’10 


Terna Contracting WLL, Manama, Kingdom of Bahrain as HR Generalist
Role:








· Developing and implementing HR policies & procedures as per the company’s standards & business 

· Looking after RR Policy system, Salary grading system, Leave settlements and F&F settlement

· Handling Visa administration, management data statistics, Job designs & descriptions, offer letters, appointment letters to all staff, etc. 

· Responsible for handling grievance, disciplinary activities to improve standardization & process
· Obtaining insurance for medical, vehicles, property all risks, workmen's compensation, public liability & third party motor 
· Overseeing payroll contribution, leave update & settlements and HR manual operations

· Performing rewards & recognition to the employees

· Collecting funds for the event organization and sports management

Jun’09-Sept’10



FDC International FZE, Dubai as HR Generalist

Role:

· Interfaced for settlement of disputes and termination of employee process and exit interviews

· Performed visa administration related work

· Oversaw employee requested Certificates/NOC through Company, JAFZA related Letters, Letters to the Bank, etc.

· Looked after attendance regularization, Identified and retained high-potential talent

· Assisted in services requirements while ensuring proper follow up for customers

· Recruited new staff, designed job description, scheduled interviews, issued Offer/Appointment letters, etc. 

· Coordinated with trainers to provide the necessary training, skills to employees

· Processed all salary changes due to annual appraisal systems, promotions and bonus 

· Maintained all necessary documentation in concerned files and data entry in to the payroll system 

· Obtained insurance for medical, new office vehicles, property all risks, workmen’s compensation, public liability and Third Party Motor Insurance Policies 

· Processed leave & final settlements with end of service benefits

· Organized training sessions through JAFZA – EHS related
· Handled HR manuals and Dubai office HR guidelines, policies and procedure as per as UAE  Labor Law
· Responsible for trade license renewal and formulation of legal documents & coordinated with banks 
· Offered direction and guidance to the PRO for all visit visa, employment visa, labor card, etc.

· Maintained office supplies and arrangements with suppliers
· Looked after various business and social events, launches, exhibitions etc.
Highlights:
· Created Database and Linked Filing System to maintain accurate and up-to-day employee records
· Implemented new HR system and update in the software 
May’05-May’09

Ayezan E-Gistics LLC Jebel Ali, UAE as HR Executive 
Role:

· Placed recruitment advertisements in newspapers, coordinated with recruitment agencies for potential candidates 

· Handled motivational facet to enhance employee’s skills

· Applied online for obtaining Salary Certificates from JAFZA as and when required

· Oversaw rewards & recognition to strengthen employee’s interest

· Looked after statutory benefits facilitating all employees

· Prepared Offer Letter and Appointment Letter, Induction & joining formalities

· Created Leave Salary Statement for all staff, air travel and end of service benefits

· Coordinated with companies like SGS for Basic Health & Hygiene Training

· Interfaced with Department for firefighting training and with Cedars for First Aid training for warehouse staff

· Attained online Employment Visa through Dubai Portal

· Documented JAFZA related work (Visa Administration, CEC, Health Cards, etc.)

· Analyzed Resident Permit, Health Cards expiry dates and renewed Cards of all staff online with JAFZA 

· Assisted in creating visa cancellation documents; collection of passport, resident permit cancellation forms from JAFZA

· Ensured insurance for new office vehicles

· Kept track of expiry dates for Property All Risks, Workmen’s Compensation, Public Liability and Third Party Motor 

· Performed all Trade License formalities

Assignment Handled
· Handled HR manuals, policies, insurance, performance appraisals, etc. 
EDUCATION
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2005 

Master of Social Work (Human Resource Development & Industrial Relations)  from  Institution of Professional Sciences & Management, Dr. M.V Shetty College of Social Work, Mangalore Univ.
Year 

BA from SVS College, Karnataka State Board University

RESEARCH STUDY
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· Identification of Training Needs at Karnataka Bank Ltd; HO, Mangalore
TRAININGS
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· Training in SAP HR from Reliance Industries

· ISO, Healthy & Safety, HR Policies, Leave & Employee Benefits Training
IT SKILLS
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· Well versed with MS Office (Word, Excel, PowerPoint & Outlook) and Internet Applications
· Skilled in SAP HR Module, Visual Enterprise HR Module, Orion 3i InfoTech HR Software Payroll Module 
PERSONAL DETAILS

Date of Birth:   


30th May, 1982



Languages Known: 

English, Hindi, Kannada, Konkani and Tulu
Location Preference:

UAE – Dubai and Bahrain
Nationality: 


Indian
Marital Status: 


Married
Visa Details: 


Visit Visa
Driving License: 


Yes 
Number of Dependents: 

1
LinkedIn Profile:


Yes 
�








