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Email: shijumon.23396@2freemail.com 
                                      

Seeking a Senior Human Resources Generalist/HR Officer/Managerial position which will require me to apply my business experience and education to assist the company in the accomplishment of its goals
Personal Information

Nationality: India

Gender: Male

Date of Birth:  21-5-1984

Status: Married
Residence:  Dubai
Visa Status: Residence Visa

UAE Driving license: Yes

Language known: English, Hindi, Malayalam, Tamil

Professional Synopsis
· A post graduate degree in human resources with 8 years of experience in HR, Operation Management, Employee Relations, Sales and customer service.
· An effective communication with excellent relationship building and interpersonal skills.
· Strong analytical, problem solving and project management skills.
· Excellent organizational and time management skill.
Human Resources Professional Experience
· HR Polices & Procedure 

· Employee Relations

· Compensation & Benefits 

· Health Insurance & Vehicle Insurance
· HRMS (Human Resource Management System)
· Performance Management

· On Boarding & Off Boarding process

· Learning & Development
· Microsoft Office Suite Expert- Excel, Word, PowerPoint
Human Resources & Admin Officer

July 2016 – July 2017
Index Exchange LLC & Global Development Group Companies, UAE (www.gdguae.com)
Global Development Group (GDG) is a dynamic and diversified holding company based in Abu Dhabi. Founded in 1992, the company has an extensive investment portfolio of successful businesses and partnerships that operate across the entire GCC and MENA regions. GDG’s portfolio covers a broad spectrum of industries including property development, facilities management, hospitality, food & beverage, support services, retail, construction & engineering, oil & gas, recruitment & outsourcing; transportation, general trading, PRO services, healthcare, education, energy, communication and financial services.

· Partner with Senior Management to support set operational and strategic plans.
· Develop corrective HR and Administration action plans. 

· Streamlining the HR budget.
· Introduce innovative planning tools for company initiatives.
· Formulating, implementing & administering HR policies & process. 

· Handling employee queries on policy related issues.
· Recruitment and staffing of employees for branches and departments.

· Coordinating with PRO team for new visa issuance and renewals of Visa, Labor card, Emirates ID.
· Managing Employee Life Cycle, Visa, Onboarding, Absence Management, Payroll Processing / Validations, Responsible for overall Human Resource Operations for the business unit viz., employee / compensation data analysis, HR service delivery, payroll interface, exit process & attrition analysis.

· Conducting Orientation training and coordinates with external vendor for all training programs.

· Preparing employee monthly performance incentives.

· Preparing internal process note for HR department; related expenses.

· Salary processing for 260 staffs. Preparing payroll sheet and WPS sheet.
· Monthly and yearly salary reconciliation. 

· Man power planning for the company -2017.
· UAE National pension and statutory process.

· Handling timely renewal of Trade license and establishment card.

· Single point of contact for 260 staffs on all HR related concerns and queries.
· Process owner for recruitment and staffing.

· Handling medical insurance i.e.; addition, deletion and yearly renewal. Handling insurance reimbursement process and credit and debit note settlements.

· Conducting employee engagement activities and events.
· Managing rewards and recognition program for employees.

· Managing Performance Management System for entire company.

· Vehicle Management, i.e. Insurance renewal, insurance claims, etc.
· Preparing all kind employee letters and certificates on request.

· Process owner for preparing of all types of reports; Head Count, Salary, etc.

· Develop partnerships across HR function to ensure best practices.
· Work with other team members on related projects as assigned.  
· Represent the HR brand in all private and government programs.
· Preparing all HR related cost sheet and reconciliation of HR expenses on timely basis. 

· Develop HR processes and procedures and maintain/update existing procedures. Develop and/or implement company policies.
· Managed and lead HR projects that support organization-wide transformation initiatives (Process Automation, HRMS, and Delivery Services). 

· Engaged in strategic business planning impacting HR to ensure successful implementation of HR programs and processes. 
· Drafting Job descriptions for all branch and department staffs.

· Preparing all kind of HR plans, i.e. bonus, incentives, performance appraisals, promotion, etc.

· Monitoring and adherence towards compliance regulations of UAE.

Senior Human Resource & Administration Specialist 
October 2011 – July 2016
UAE Exchange LLC, Dubai, UAE (www.uaeexchange.com)

UAE Exchange was founded in 1980. The 35-year plus young financial institution has today, grown into one of the leading global remittances, foreign exchange and payment solutions brands in the world. Headquartered in Abu Dhabi, the brand has spread its footprint across 31 countries in 5 continents with close to 800 branches. Over 9000 professionals, representing more than 40 nationalities, strive to achieve excellence and bring delight to more than 13.2 million customers worldwide.
Job Responsibility

· Monitoring the joining formalities and employee settlement.

· Responsible for drafting all kind of letter. (Offer letter, probation confirmation letter, reliving letter & Experience certificate).

· Coordinating with PRO team for new visa issuance and renewals of Visa, Labor card, Emirates ID. 

· Assisting payroll department in administering payroll, Leave salary and End of Service benefits. 

· Provided coaching to managers in the promotion, and performance management ensured compliance and legislation.

· Play a key role in maintenance of performance management system, quarterly and annually data collation and participate in annual appraisal cycle.

· Publish headcount, attrition and other reports to Management.

· Addition, deletion of Insurance, Medical claim settlement. 

· Maintain healthy relation with Area Managers, Zonal Head and other managers by submitting quarterly and annual dashboard.
· Participate in Area Manpower planning, recruitment and staffing.

· Conduct on employee satisfaction survey, analyses.
· Responsible for employee exit process, conduct exit interview, complete documentation and calculation of End of Service Benefit.

· Provide support to Head Special projects team with respect to HRIS, training management and organization development.
· Single point of contact for SAP users on various applications like human resource management (HRMS), muster management system (MMS), asset management system (AMS).
· Conduct Training Program to create awareness on various applications like HRMS, MMS and AMS.
· Provide technical support and assistance to Human Resources department and other users.
· Maintenance of human resource management system liaising with IT team.
· Responsible for smooth transition and  implement HRMS in different countries of operations
· Conduct audit to ensure the legislation and compliance on HRIS.
· Review, recommend and implement requisites in HRMS, MMS after analyzing the need of the same.
· Prepare process documentation and customization request for HRIS application in coordination with stakeholders.
· Ensure Service level agreement is maintained for service delivery.
· Coordinate with vendor for resolution of system problem.
· Generate various reports on a weekly and monthly basis to support HR Team.
· Coordinated and conducted fire and safety training program for employees in coordination with training team and government authorities.

· Designed, developed and implemented key HR Programs like Employee awareness program, Productivity Analysis and Awareness on Environment Management.

Initiatives
· Supported payroll team on collation of monthly inputs and payroll processing for 2500 employees
· Conducted various engagement activities like, Potluck, Eid – Iftar Party, UAE National Day, and New Year Celebration.
HR Generalist                                                                                                   
May 2010 - May 2011

Vivanta, Taj, Kumarakom, India (www.tajhotels.com)
Indian Hotels Company Limited (IHCL), branded as Taj Group, is a chain of hotels and resorts headquartered at Oxford House in Mumbai, which was incorporated by the founder of the Tata group, Jamsetji Tata, in the year 1903. This company is a part of the Tata group, one of India's largest business conglomerates. As of 2015, Taj Group operates 108 hotels across India and 17 hotels in the UK, USA, Africa, Maldives, Malaysia, Bhutan, Sri Lanka and the Middle East, and employed over 13000 people.

Job Responsibility
· Coordinating and formulation of strategies and plans with focus on HR and Core Business.
· Recruitment process, Ensuring proper documentation and maintenance of employee records.
· Employee training and development.
· Accommodation management and agreement documentation.  
· Administering the company’s pay roll and leave policy and appraisal.
· Conducting CSR events and Employee Engagement activities.

· Responsible for conducting meetings with employee trade union on various issues.
· Administering statutory formalities like License renewal, PF, ESI and License renewal.
· Preparing employment contracts , tenancy contracts.

· Employee engagement activities.

· Admin and purchase activities for HR department.

HR Assistant                                                                                                                  
July 2009 - February 2010
Ansu Catering, Kerala, India
· Employee joining formalities and settlement.

· Accommodation and staff canteen Management.

·  Salary dispersal for 50 employees.
· Administering statutory formalities like employee welfare fund, PF, ESI and License renewal
Crew Brio                                                                                                                   
October 2006 - February 2007
Blue Foods Pvt Ltd, Chennai, India
· Responsible for daily sales in the outlet.
· Handling purchase and stores.
· Preparing sales reports and documentation.

Education
· Post graduate in Human Resources   - Easwari Engineering College (Anna University) Chennai in 2009
· Bachelor’s Degree in Hospitality Science -  Mangalore University, Mangalore in 2006
Trainings
· Attended leadership challenge program in 2016.
· Advance Excel Training Program.
· Undergone training on organizational fire & safety measures.
· Project Management Training Program.

· Organizational strategy and championing customer service.

Declaration

I hereby declare that the above furnished details are true to the best of my knowledge.

Date: 
Station:  Dubai                                                                                                             (Shijumon)
