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Objective: 

· To obtain a leading position in an entrepreneurial working environment within the area of HR where I can contribute in the realization of the Business Strategy, Vision & Core Values of the Enterprise

· To work as a Strategic Partner to the Management helping to integrate Human Resource Strategy to Organization strategy which results in Successful Organizational Growth & personnel career growth
· Wish to work in a versatile environment where I can utilise all my experience in the Middle East and India to benefit mutually.

Career Profile:

HR-Admin. professional with around 8 years of experience with leading companies in India and the UAE. Handled HR and Admin. roles in extremely competitive environments.

Expertise:

· HR Recruitment and allied activities: Recruitment and Mobilization, Interviewing/Screening of Frontline Workforce, Follow-up of Visa Applications, Short-term/temporary Sourcing, Joining Formalities & Documentation, Workforce Induction, Ticket Booking, Arranging Transportation for Mobilisation and Demobilization, Employee Confirmation/Relegation, Issuing Appointment Letters.

· Reports, Databases & Filing: Preparing MIS Reports, Maintaining Databases, Incident Reports, Manpower Control Forms, Staff Action Forms, Verifying Cash Vouchers, Confirmation of Service, Probation Appraisal, Exit Clearance, Letter Drafting.

· Coordination and Liaising: Liaising with Manpower Supply Companies and Recruitment Agencies in Different Countries, Negotiating Recruitment/Mobilisation Charges, Answering all HR-related Queries.

· Payroll & Employee Benefits: Familiar with Oracle-based HRMS as well as JD Edwards, for: Payroll, End of Service Benefits, New Employee Registration, Leave Management, Attendance Management.

Assets:

· Good written and oral skills

· Fast Learner
· Ability to work in a multi-cultural group.
Professional Experience 
	Company
	:
	Freight Systems Co. Ltd. (LLC), JAFZA, Dubai

	Position held
	:
	Office Coordinator - HR & Admin.

	Period
	:
	April 2006 to March 2007

	
	
	


Responsibilities: 
• Generating and administering Payroll, and End of Service Benefits.
• Generating and updating employee codes, registering new employees on the HRMS system, activating and updating payroll.
• Preparing Manpower Control Forms and Staff Action Forms.
• Coordinating with the medical insurance company regarding issues in employee insurance.
• Verifying and issuing cash vouchers.
• Shortlisting candidates based on telephonic interview and CV review.
• Coordinating with various department heads regarding employee visa requisitions, probation appraisal, exit clearance and confirmation of service.
• Initiating new employees on the finger-print based attendance recorder.
• Processing and granting annual and other leaves subject to availability within the contract period.
• Scrutinizing applications for leave, loan, salary certificate, experience certificate, no-objection letters and preparing letters accordingly.
• Coordinating with department heads with regard to the employees’ salary revision, loan eligibility, emergency leave, and making recommendations.
• Making and issuing Appointment Letters.
• Filing and system (HRMS) updation. Custodian of employee files and other confidential files.
Initiatives taken:
· Standardised the travel policy. 

·    Prepared a handbook on the company’s HR policies and common HR requisition forms. 
	Company
	:
	Adyard Abu Dhabi LLC (Topaz Group), Mussaffah, Abu Dhabi.

	Position held
	:
	HR Assistant 

	Period
	:
	April 2007 to February 2009

	
	
	

	Responsibilities:
· Assisting the HR Executive in the recruitment and mobilization of candidates.
· Head-hunting of skilled workforce based on specific job-based requisitions.
· Screening of CVs and short-listing potential candidates.
· Telephonic interview/screening of job-applicants.
· Screening walk-in candidates before referring them to technical departments.
· Coordinating with the Recruitment Agencies in different countries as well as with locally recruited candidates during various stages of the recruitment process.
· Arranging for trade tests / recruitment drives in various countries, in consultation with the Department Heads.
· Maintaining database (both electronic and physical) of skilled candidates for future use.
· Answering e-mails, phone calls and personal queries on a range of issues pertaining to HR.
· Processing leave applications.

· Preparing LPOs w.r.t payments to supply companies.
· Coordinating with the PR Department with regard to timely acquisition of visas.
· Sourcing candidates for short-term/temporary requirements for shutdown jobs.
· Guiding the newly recruited workforce through a general induction.
· Dealing with subcontractors, fixing subcontract rates in consultation with the HR Executive and deciding on mobilization/demobilization of subcontract employees.
· Investigating and advising senior HR personnel on a range of issues pertaining to disciplinary action against employees as well as situations necessitating immediate action.
· Coordinating and overseeing the demobilization of terminated/resigned employees.
· Following up with Finance Dept. with regard to payments to Recruitment Agencies and subcontractors.
· Coordinating with Camp Administrators / Administration Dept. on issues involving employee welfare.
· Advising on Relegation/Confirmation of employees at the end of probationary period.
· Preparing Management reports and other reports needed for meetings/reviews with senior personnel.
Initiatives taken :

· Devised a new system of Employee Induction.
· Appointed one English-speaking employee from each nationality, to liaise with the HR Dept. on general issues.


	Company
	:
	C-DAC Gist PACE, Govt.  of  India.

	Position held
	:
	Center Manager 

	Period
	:
	Mar. 2009 to Dec. 2014

	
	
	


Responsibilities: 

· Facility management.

· Maintaining students’ & faculties’ records. 

· Assigning work and targets to faculty.

· Collecting and evaluating weekly & monthly reports from all faculties.

· Submitting detailed monthly report to the management. 

· Verifying and submitting monthly income and expenditure report.

· Maintaining confidential files & correspondences with various agencies and clients.

· Recruitment of faculty members and support staff.
· Issuing Appointment Letters, Experience Certificates, Memos and Circulars.
· Payroll processing and leave sanctioning. 
· Evaluating staff and deciding on promotions/increments.
· Coordinating with agencies and companies for placing successful students.

Academic Qualifications
· Master of Journalism and Mass Communication - Alagappa University, India
· Bachelor of Science (Computer Science, Physics, Maths) -  RIMS, Bangalore, India

· Diploma in Human Resources

· Diploma in Business Administration (DBA) – ICFAI University, India
Computer Skills

· HRMS, JD EDWARDS

· MS-Office: Word, Excel & Powerpoint.                   
· Operating Systems: Windows 8.1, XP, Ubuntu (Linux)
Extra-curricular Achievements

· Won several prizes in International/National English Essay Writing Competitions.

· Was an active member of the Debate Club, during school/college.

· Published various articles in renowned Indian/International publications, on National and Int’l. issues.

· Actively involved in imparting Career-guidance and Communicative English & IT training to students from rural backgrounds.

Personal Details:

Date of birth
: 
11.07.1981

Sex
: 
Male
Nationality
: 
Indian
Religion
: 
Islam
Marital Status
:
Married 

Driving License (Indian) 
: 
LMV & Motorcycle with gear 
Status of Visa
:
Visit 

Languages Known To Speak: English, Hindi, Malayalam, Kannada, Tamil
Languages Known To Write: English, Hindi, Malayalam
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