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Objective:
Being a committed team player, want to be a part of a renowned organization, to contribute towards the growth of the Organization, based on my expertise and to further my personal capabilities by learning from the new exposure within the structured framework of the organization.
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Work experiences
1. Since 7th June 2012 to up to date with Manazel Construction,Exit-15,Esat Ring Road, AlRowabi, Riyadh, KSA as a Sr. HR Executive. 
About company..
Manazel Construction Company engages in the construction and building of commercial, housing, and recreational projects. It also provides electro-mechanical maintenance and interior design services. The company was founded in 2001 and is based in Riyadh, Saudi Arabia.
I am handling here almost all function of HR. like......
1. Business Plan / Objective: 1. Discus with higher management about new business plan and understanding the manpower plan for new and existing business. 
2. Sitting with planning engineers and discussing, sketching and framing manpower requirement as per WBS and activities. 
3. Understanding short term and long term plan. 
4. Preparing list of manpower as per requirement (short term and long term plan), stage and date. 
5. Framing manpower plan on the department basis and understanding their requirement as per need and time. 
6. Taking approval of manpower plan to GM. 
2. Recruitment (End to end recruitment): 1. Framing out that through which sources I have to full fill the requirement. 
2. Selecting the sources and giving manpower plan to him (recruitment agencies as per nationality require). 
3. Collecting resume from sources and reviewing it as per JD. 
4. If feel necessary than i am self-hunting qualified candidates through the jobs portals. 
5. Once screening and reviewing is finish, call or give the approval to recruitment agencies line up for interview. 
6. Preparing team or panel list for interviewer for interview. 
7. Finalizing the date of interview. 
8. Going along with technical interviewer for interview. 
9. Selecting, appropriate and motivated candidates, negotiating and issuing offer letters. 
10. Regular coordinate with agencies to deliver manpower on time. 
11. Sending the information about schedule to concern department for prearrangement (Likes-pick and drop from airport, accommodation, medical check-up etc.) 
12. Take caring of contract / agreement as per policy. 
3. Orientation / Induction: Conducting orientation program for new joined employees and giving information about organization, HR policy, their benefits, information about senior and will whom report. 
4. Placement: Sending to project or department after finishing induction program. 
5. Training: 1.Identify need of training and preparing training calendar. 
2. Preparing list of participant for training. 
3. Preparing list of trainer for training. 
4. Taking approval from department head and GM. 
5. Conduction exam after training. 
6. Find out the percentage benefit of training. 
7. Preparing feedback list, send to concern department and employee file. 
6. Performance Management: 1.Take caring of performance of employees and preparing performance list. 
2. Discussing the performance of employees to their senior or HOD and work accordingly. 
3. If employees performance over expectation, taking approval for promotion, gift or facility, appreciation certificate or momentary benefit. 
4. If performance is not good or below certificatory, finding out the problem, working out the problem and if feel need more training or 2nd probation period. 
5. Take caring probation period of employees. 
7. Talent Acquisition: Managing talent for better growth of employees as well as company. 
8. Salary Increment : Take caring of annual salary increment. 
Transfer, Attendance management, Salary management, leave management, Take care of ticketing, HR board, meeting with Sr. Management, and all monthly reports.
Weekly visit of projects.
I am also handling visa process work. Employees related embassy matters.
I have also handle successful death cases with in a short time.
I have good knowledge of ERP system. Like Focus International and SaralPay Pack & Primavera-6, SAP-HR .
2.Since 2nd May 2011 to 4th June 2012 date with Sunesons Engineering and Fabrications Pvt. Ltd. R-599,Rabale, Navi Mumbai, India as an Assistant HR Manager.
Job Profile: Designed, developed and implementation various organization policies, code of conduct, HR policies, HR Manual, process, HR SOP’s etc.
Organization structuring and strategic HR:
Responsible for structuring /restructuring & strategic HR of the Organization,
Understanding of organization’s expansion plans, mission, goals, objectives etc. Along with manpower plan.
Responsible for interactions with the HOD’s team leader, Manager etc. For the implementation of the organization structure(Function/Department wise)
HR Policy/Employee Manual:
Responsible for designing of the HR/Employee Policy.
Getting approvals for the defined policy from the concerned authority etc.
HR SOP’s
Responsible for defining and designing the SOP’s(standard operating procedures) for HR department. Drafting the entire SOP’s for HR Department.
Responsible for vendor management for training programs and their execution. Designing various training formats, reports ,graphs, materials, ppts etc.
Recruitment Cycle-Talent management:
Understanding the organization plans objectives and expansion plans to evaluate the required manpower, workout the entire costing and budgeting for the same.
Define the cost effective sources of recruitment for the same
Responsible for defining and designing of application blank, test paper, offer letter, appointment letter Employment bond letter etc.
Responsible for reference check, finalizing and negotiating with candidates for salary/compensation part.
Ensuring the right man at the right job with cost effective approach is getting short listed and deployed. Responsible for selection, and induction.
Responsible for exit of an employee from the organization.
Compensation and Benefits:
Understanding the existing compensation structure in the organization.
Doing research work and survey of current compensation structure or trends in the market. Defining various benefit programs for the employees
Performance Management/ Appraisal:
Understanding the work plan, organization objectives and defining it. Doing competency mapping based on employee skills, experience, goals.
Define and implementing the performance management assessment system, performance review methods, policy, increment process, Appraisal system etc.
Training and Development:
Responsible for designing the training colander.
Responsible for defining the cost and budgeting for the various training programs. Identifying training needs across all levels by implementing frequent programs.
ISO:
Tack caring of internal auditing of ISO monthly and final auditing.
Compliances:
Responsible for EPF,ESIC,PT, Bonus, Well fare fund, gratuity ete. All forms filling respective.
Internal auditing as well as final inspection.
Advance, Loan and Salary calculation, Labour Laws, JD preparation.
3. Since 12th April 2010 to 30th April 2011 with PACE HR Innovation Pvt. Limited Mumbai, as an Generalist - HR
Accountabilities:
 Talent Acquisition & Management
o Management of complete recruitment life cycle for identifying best talent from diverse sources from entry level to middle management level. 
o Planning human resource requirements in consultation with Unit Heads across all levels. 
o Organising walk-in and mass interviews. 
o Reference Check of new joinees. 
o Preparation of Offer Letter & Salary Structure, Keeping the track for expected joinees. Follow up with candidate for joining post offer. 
o Provide MIS support on the recruitment cycle and the attrition for all business units. 
o Vendor Management. 
o On boarding & Induction of new joinees. 
· Joining Formalities 
o Making new entries in ERP Platform for new entrants, Generation of Employee code, Employee ID Cards 
o Preparation of Appointment Letter for regular & retainer both type of employment. 
o Processing their personal records for Mediclaim. 
o Sending Introduction mail to all employees about new joining. 
· Payroll & Statutory Compliance - 
o Generating monthly salary for all the employees 
o Maintaining the Statutory Records. Taking care of security contracts & their payments. 
o Preparation of bank letters and ensuring the timely credits of salary in bank accounts 
o Compiling and checking details with the basic data and taking action on deviation if any 
o Maintain all data related to Employees Example: Employee Master, Payroll Data etc. 
o Responsible to answer employees query within 24 Hrs. 
o Responsible to answer the queries related to Payroll. 
o Responsible for controlling personal files of employees. 
o Responsible to handle payroll induction including bank formalities. 
o Assisting & conducting performance appraisal process as per policies of company. 
o Conducting behavioural round of interview for giving rating. 
o Evaluating performance of employee for whole year against KRA’s. Accordingly giving them rating. 
o Carrying out calculations for performance bonus & salary revision. 
o PF,ESIC, PT Calculation and all forms filling on time. 
o Also have related inspection knowledge. 
· Performance Appraisal / Confirmation Appraisal 
o Responsible for conducting Orientation Programs for appraisers and appraises. 
o Responsible for the Confirmation process for all new joinees. 
· Training & Development 
o Conducting need analysis with help of various departmental heads. 
o Conducting training evaluation program like feedback, test, post training appraisal for the betterment of training activities. 
· Employee Relationship Development - 
o Monthly Birthday Celebrations 
o
Conducting HR – meet with new joinee’s post 3 after completing 3 months.
o
Organizing picnic, carom competition
o
Appreciation & awards for performance.
o Arrangement of get-together/ fun games for the employees. 
o Organizing internal as well as external events 
o Declaration of Performance Award for the employees. 
· Exit Formalities: 
o Conducting exit interviews, Submission of F&F to Finance and Accounts departments. 
o Ensure smooth relieving of employees through formal exit procedures. 
o Issuing Experience & Relieving letter. Taking care of Disciplinary actions if any. 
· MIS 
o Attrition Analysis 
o Joinees & Resignees details. o Leave and Attendance
Qualification:
	
	Sl.No
	Course
	
	Institution
	University/Board

	
	1
	MBA(HR)
	
	Mumbai School of Business (Navi-Mumbai)
	BDU

	
	2
	BE(Instrumentation)
	
	PDACE(Gulbarga, Karnataka)
	VTU

	
	3
	I.Sc
	
	SRKGC(Sitamarhi)
	BIC

	
	4
	Matriculation
	
	AHM(Sitamarhi)
	BMB

	Training/Courses:
	
	
	
	
	

	
	
	
	
	
	
	

	
	Sl.No
	Course
	
	Institution
	
	Duration

	
	1
	SAP-HR
	
	NetBusiness Solutions (I) Ltd.
	
	1- Month

	
	2
	QCM
	
	ATI, Mumbai
	
	2-Weeks

	
	3
	TQM
	
	ATI, Mumbai
	
	1-Week

	
	4
	MPP & O
	
	BPCL, Mumbai
	
	2-Months

	
	5
	Industrial Training
	
	Bislery, Mumbai
	
	1- day

	
	6
	Corporate Training
	
	Parle-G, Mumbai
	
	1- day



Computer Proficiency
MS Office –Outlook, Word, Excel-(H lookup, V lookup, Pivot table, chat) Power Point, Internet
· E-mail operations. C,  OOP, 8085.8086, micro controller. 
Achievements
  20% scholarship in MBA program.
  Certificate in management communication.
Personal Vitae
Date of Birth
:
10th Feb 1983
	Sex
	:
	Male

	Religion
	:
	Islam

	Nationality
	:
	Indian

	Marital Status
	:
	Single

	Language known
	:
	English, Hindi, Urdu, Arabic.


