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HR Manager
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Career Aspiration:
To seek a challenging position as a HR Manager offering responsibility, challenge, and past rewarding experiences and at the same time maintaining a high standard of performance and business ethics.

Career Summary:
HR professional with 17 years of UAE experience in staffing solutions and human resource management. Strong exposure to entire gamut of HR activities- recruitment & selection, performance management, compensation and benefits, payroll, outsourcing, HR policies & procedures, MIS etc. Impressive record of streamlining and managing operations, developing and implementing solutions, and applying overall human resource expertise to impact accomplishment of organizational gaols.
I perceive HR as a strategic thinker business partner and have been recognized for having excellent leadership skills, inter personal skills, professional & “CAN DO” attitude, good work ethics, contribution and team-orientation to manage tough jobs independently or as a team member.  

Ca



Key Skills:
· Having vast experience in the field of Human Resources (HR) and Office Administration.

· Fully proficient in performing a full range of advanced personnel duties independently.

· Vision to understand a diversified workforce.

· Ability to work under pressure and maintaining a high level of confidentiality at all times.

· Ability to exercise a high degree of independent judgment and discretion in daily activities.

· Capability of demonstrating a high level of professionalism, firmness and patience.

· Establishing priorities and extensive interactions with internal and external customers.
· Works effectively more than efficiently.

· Meets responsibilities promptly and understanding of Time Management.

· Smart, friendly personality with good communication skills.
· Dedicated and committed, willing to take on challenging roles, tough assignments and work to tight deadlines.
Al Maya Group, Dubai.
            

HR Manager – Wholesale & Production Division (FMCG) (ISO – 9001:22000) 
- March’08 till date

Key Role:- Recruitment & Selection, Performance Management, Leave Plan, Compensation & Benefit, Employee Relation, People Management, Talent Acquisition, SWOT Analysis,  Outsourcing, Agency  Recruitment & Ricks Management.
Reporting to: Director’s, GM & Group Hr 
Responsibilities:

· Attending to request from a workforce of approximately 800 staff - Food Division and Packaging Division. 
· Prepared and implemented HR Policies and Procedures within the organization.
· Disciplinary actions in accordance with the UAE. labour law and Al Maya SOP’S.
· Issuing processing termination, promotion/suspension and resignation letter.
· Responsible for Manpower Planning, LEAVE MANAGEMENT, Exit interview, Recruitment & Selection, Salary negotiations, scheduling interviews for existing & upcoming projects.
· Coordinating with Group Hr Manager for agencies recruitment all level of staff.
· Responsible for making contract for outsources/Temporary staff.

· Coordinating with line managers for any requirements & issues.   
· Managing payroll/payment process for all levels – INHOUSE & outsourced staff.

· Responsible for JOB DESCRIPTION. 

· Managing Performance Appraisal process.  

· Rationalization salaries/Increment including post review recommendations/appraisal.
· Developing and managing compensation/Benefit structure. 
· Keep proper track of Appointment letter confirmation, new joiner, employee transfer.
· Responsible for employee turnover data to determine workforce trends & work.
· Respond to and resolve difficult and sensitive employee inquiries and complaints.
· Completely involved in Management issue / ISO certification 9001:22000  
·  Allocation of vehicles as per the SOP’S & installation of VEHICLE TRACKING SYSTEM.  

· Maintaining all type of safety procedure in the warehouse & Management Office 
· Keeping track record of Sprinkle System / Smoke Detector /Halal permission.     

· Proper Control on DM Health Card, Basic Food Hygiene Training, safety wellness. 
Position: Fleet / Transportation Manager - Al Maya Group, Dubai. 
   -     Oct.’03 – Feb.’08
· Attending to the purchase requisition of new vehicles for the entire group.

· Negotiating on Prices, Delivery Time and Credit Terms.

· Documentation of new vehicle purchased i.e. insurance, registration etc.
· Branding new vehicles, installation of freezers/chillers, disposal of old vehicles.
Apart from my above responsibilities, I am also responsible for Staff Accommodation.
· Managing 16 staff accommodation all over U.A.E. with 650 staff.

· Negotiating on the tenancy contracts with the landlords.

· Calculating cost for accommodation and debiting to the branches incase of rise in rent.

· Managing on security and hygiene, staff lodging and boarding issues, preparing fixed

         assets reports etc.

· Significantly decreased expenses through streamlining procedures and implemented
         cost-effectiveness measures.

Career Path:
Lal’s Group, Dubai.  (Lamcy Plaza)    



       -     Mar’97 – Sept.’03

Reporting to:  Director’s  & General Manager. 
Career Overview


  



              

I was working with Al Maya Lal’s Group (Lamcy Plaza) in various capacities starting from
Assistant Accountant and being promoted to Assistant Personnel Manager and Personnel
Manager / Duty Manager. During my tenure I have demonstrated professionalism, reliability
I have grown  from strength to strength along with the company and have acquired 
wide experience in all areas. 

Position: Personnel Manager/Duty Manager  


        -     Jan’01 – Sept.’03
Responsibilities:
· Interviewed and hired potential candidates for employment.

· Responsible for training & development, Staff Induction
· Determining & recommending employee relations practices necessary to establish a
      positive employer-employee relationship & promoting a high level of employee morale.

· Responsible for Salary advances/increments/cash salaries & final settlement.  
· Responsible for appointment letter, promotion, Termination.  
· Disciplinary actions in accordance with the UAE Labour Law & Company SOP’S.
· Managing other issues such as medical, Labour Card & Passport/Visas. 
· Routine HR/Administration. 
· Managed major operational issues and streamlined procedures for 130 outlets.

· Managed the security issues, customer complaints, Mall Management etc. 
Position: Assistant Accountant    




   -     Mar’97 – Dec.’00
Responsibilities:
· Responsible for daily Sales & purchase statements.  
· Petty Cash Management.
· Payroll Management for 600 staff i.e. overtime, incentives etc.
· Handling Bonus, Passage and Gratuity & MIS reports.
Company: Pepsi Cola India Marketing, Mumbai, India   
    -     July’94 – Nov.’96
Position : In charge of IT Department





· Joined as a Data Entry Operator and promoted to In charge of IT department.

· Responsible for system back up on regular basis.

· Maintenance of accounts register as per the ledger.

· Maintenance of sales register as per the instructions of Assistant Sales Manager.
Notable Achievements (Pepsi Cola India Marketing Company & Al Maya Lal’s Group)
· Due to my hard work, dedication and commitment, I was promoted from a junior
         management position to a senior management position.
· Instrumental in changing from manual to computerized work environment.

· Significantly increased revenues and decreased expenses on my current profile, in
         logistic sector from 15% to 12%, staff accommodation from 25% to 11%. Implemented
         cost-effectiveness measures.
· Awarded Appreciation Certificate Year 2003 - Lamcy Plaza. 
Academic Credentials & Professional Development Course

· Bachelor of Commerce 
· Pursuing MBA (Human Resources).   
· Certified Human Resources Professional. Completed course on Human Resources Management (HRM) from Career Institute, Dubai affiliated to Halifax College, United Kingdom.

Computer Skills

· Expert with MS-Word, MS-Excel, Outlook Express and Internet.
Trainings/Workshops Attended

· HACCP Certification

Personal Details



Date of Birth
04.02.1973

Marital Status
Married

Nationality

Indian

Visa Status

Visit Visa
Driving License
Holding a valid U.A.E. Driving License

Hobbies/Interest
Cricket, Football & New Development
Self-Appraisal Profile

As an overview, I am a result-oriented self-starter, positive attitude, effective
communicator and problem solver, with ability to focus on solutions and remain calm in crisis 
situation. 



References: Can be furnished immediately upon request.
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