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Motivated and diligent individual seeking growth in the HR field. I have seven years of experience as a HR executive handling employee services including payroll and have an extensive background in EHS and the travel industry.

Experience
Emirates International Telecommunications LLC(an entity under Dubai Holding Group)
             Dubai, UAE

HR Executive









         March 2007 - Present

Responsible for employees based in 4 countries across the Middle East, Europe and North Africa.  

Administrative Duties
· Prepare and maintain monthly payroll records and assist Head of HR in processing monthly payrolls.

· Maintain an up-to-date database for child education allowance and air-ticket of all employees based on their eligibility and entitlement.

· Prepare annual airfare proposal comparing new air fare rates with previous year for head of HR as per policy.

· Track UAE employment and residency requirement as per UAE labour law and residency department regulations.

· Maintain updated employee’s files both in soft and hard copies, as per best practice.

· Maintain updated leave records of all employees at all times in the system such as, annual, medical, maternity, educational leaves, etc.

· Coordinate with head of HR and prepare quarterly awareness session on various HR topics.

· Arrange pre-visits for staff and families relocating to an operating country for inspection, accordingly arrange for accommodation, transportation's, visas and/or vaccination as required as per policy.

· Track employee’s visas both residency and business and ensure it is renewed on timely basis.
On Boarding / Off Boarding
· Ensure smooth on-boarding of new employees by providing necessary orientation on company, policies, code of conduct, setting up meetings, guidance and support into the office culture.

· Prepare all necessary requirements for employees on-boarding, i.e employment and residence visas, family visas, medical insurance cards, security clearance in accordance with UAE labour law.

· Assist with relocation and shipment of household items, and stays and transportation's as per policy.

· Carry out off-boarding process for employees such as arranging exit interviews, relocation and shipment, cancellations of medical insurance and residence visas, security clearance, etc as per UAE labour law.

· Coordinate with Head of HR and Finance team to finalize off-boarding and process the final settlement pay.
Medical Insurance
· Implements employee health initiatives to optimize an annual budget of up to AED 2m by organizing health awareness session, quarterly medical checkups, etc.

· Ensure medical insurance cards are issued and renewed timely, as per eligibility.

· Coordinate with the medical insurance provider to ensure smooth and efficient payment process of claims.

· Maintain a database of claims processed, rejected and new card requests etc.

· Carry out a quarterly reconciliation of all medical insurance invoices for payment purposes.
Business Travel
· Responsible for optimizing the annual budget of up to AED 2.5m.

· Prepare and maintain yearly travel budgets for different departments in line with the company policy.

· Monitor and control travel costs in line with travel policy to ensure cost effectiveness of travel and accommodation arrangements.

· Maintain a cost database and generate regular reports, statistics etc of each department for top management.

· Coordinate with International SOS regularly to provide safe travel, informs travelers of SOS travel advisories.

· Manage and prepare the costing, logistics and implementation of team events.
Employee Health Services
· Manage the implementation of EHS initiatives in the organisation in accordance to the group EHS policy.

· Supervise a routine inspection of the office to ensure that EHS policies are adhered to and implemented.

· Provide timely updates on health and safety tips to employees so that necessary precautions are taken both at work place and home
· Organized seasonal/general health and safety awareness sessions.
Policy Development and Implementation 
· Worked on the ORACLE ERP project with the HR team: evaluating policies and procedures, recommending technology solutions to improve HR day-to-day services
· Formulated and developed policies for travel and EHS in the organization 

MMI Travel(DNATA and Emirates Group company)





               Dubai, UAE

Corporate Leisure Consultant





                          January 2005 - March 2007
· Core objective was to retain, achieve targets and increase sales by up-selling the products to customers

· Created attractive tour products based on market and customer requirements
· Converted telephone calls and walk-in customers into prospective clients by applying sales techniques
· Offered quality and efficient service to customers to ensure repeat business 
· Liaised with tour operators, hotels to get the best competitive rates in the market

· Followed-up with the finance department to ensure that payments are done on time to the service providers.
Al Zouman Travel









            Jeddah, KSA

Travel Consultant / Operations





            March 2003 – January 2005
· Handled corporate travel for the likes of Smith & Nephew Pharma, Servier, AXA Insurance etc.
· Provided a wide range of travel options to the corporate staff who request for prices on airlines and hotels

· Advised clients on passports/visas, vaccinations, insurances and precautions to be taken for travel

· Negotiated with different tour operators and hotels to provide competitive prices to the company
Kerala Travels Interserve 









Kochi, India

Inbound Tour Consultant / Operations 





    March 2001- March 2003
· Provided airport assistance and worked as as a tour guide to take guests around Kerala

· Created exciting holiday packages based on the current market requirements in line with the customer needs
Academic Background

· Diploma in Human Resources Practice – CIPD 2012

· Bachelor in Commerce from Andhra University , India 1998
Professional Accreditations & Certifications

· First Aid Fire Fighting Course – Level 1 from Brigade Fire Training Center LLC, Dubai – 2014

· The 7 Habits of Highly Effective People, certified TECOM in house training department, Dubai – 2010

· IMQ Introuductory Certificate in Team Leading, Institute of Leadership Management, Dubai – 2009

· Sustainability Awareness Training, TECOM, Dubai – 2008

· Galileo Travel Software Training, Jeddah – 2004 

Languages

English, Malayalam, Hindi and Telugu

Personal Information

Nationality
: Indian 

Date of Birth
: 14th January 1976

Marital Status
: Married

Interests

Participated in the Standard Chartered Dubai Marathon (10Kms) in 2014, 2013, 2012

Teachers Training Certificate in Yoga from Sivananda Yoga Center, Trivandrum (India) in 2000

Travel, Fishing
References available on request.
