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SYNOPSIS

Competent and result –proven professional with 9 + years of experience in handling Human Resource & Administration functions. Equipped with Comprehensive knowledge and thorough training in handling whole gamut of HR operations encompassing planning, full cycle recruitment, orientation, Training and Development, Job Descriptions, Performance Appraisal, Compensation & Benefits and Employee Relations. Proven in handling broad-based functions such as Administration, Operations support in various Events. Admired and valued for skills in carrying out multiple task simultaneously, performing well under maintaining strict confidentiality of Company records, Proactive team leader with excellent communication, interpersonal, Organization and co-ordination skills with presentable personality and professionalism.
STRENGTHS

· HR Management, Talent Acquisition, Manpower Planning, Employee Relations

· Recruitment Strategy, Candidate Screening, Interviewing, Negotiations for offered packages

· Employee Orientations, Induction Trainings, Employee Manual, Budget Management, Payrolls
· Manpower Charts & Planning, Role Specifications, Pay Structures, Job Analysis, Incentive plans

· Performance Management/ Appraisals, Professional Development Programs & Certifications
· HR MIS Management, Workflow Management, Continuous improvement in HR Records
· Company policies Compliance, Labor Law Regulations, timely updating the Policies 

· Analytical Ability, Decision making, Problem Solving, Time Management
· Leadership, Team Building, ability to Work under pressure, expert in Employee Counseling

CAREER ACHIEVEMENTS

· Established a culture of commitment and excellence by introducing & facilitating open door policy across all departments, exhibited resourcefulness to ensure fulfillment of employee needs to spearhead realization of financial and business growth goals.
· Proactively supported employee relations and steered improvement in compensation and benefit programs to safeguard Organization’s position as a leading employer in a competitive landscape.

· Displayed outstanding fluency in managing, coordinating and motivating staff members to maintain high levels of engagement, and serve as a foundation to uphold Company’s reputation and success.
· Directed policy making and program implementation in sync with department vision; focused efforts towards building leadership capabilities, job skills, and mentoring initiatives to enhance individual performance.

· Extensive exposure to administrative functions and department operations to confirm transparency of all communications for assured long term sustainability.
· Leading the event- Ladies Night; which is the one of the successful event of Iceland Water Park.

· Rewarded with the certificate for being the part of the Organizing team of the event- World’s Largest Swimming Lesson in 2013.
PROFESSIONAL EXPERIENCE

· ICELAND WATER PARK, Ras Al Khaimah, UAE 

· Company Profile – UAE’s largest Water Park. And it’s having one Water park Project in Uzbekistan and two in India.

· Duration – April 2012 till Present

· Designation – Asst Manager HR
· FUN N FOOD VILLAGE, New Delhi, India

· Company Profile – India’s premier Water & Amusement Park at New Delhi.
· Duration – January 2007 to April 2011

· Designation – HR Manager (Joined the Company as Sr Executive HR and was eventually promoted to HR Manager Position due to foundational contributions towards continuous success and development of the Department over the years.

HR Manager                                                            January 2010 to April 2011

HR Assistant Manager                                           July 2008 to December 2009
Sr Executive HR                                                       June 2007 to June 2008
· NOVELL, BANGALORE, India

· Company Profile – An IT Company, a leading provider of infrastructure Software.
· Duration – July 2006 to May 2007
· Designation – Sr HR Executive
· Airtel Communications, New Delhi, India
· Company Profile – Indian Telecommunication Company with a worldwide network that operates in total of 19 countries across South Asia, Africa and the Channel Islands.
· Duration –July 2005 to May 2006
· Designation –Sr HR Executive

· Mughal Mahal, Kuwait, 

· Company Profile – A Multi cuisine chain group of reputed Restaurants in Kuwait.
· Duration- June 2004 to September 2004

· Designation – HR Executive
CORE COMPETENCIES

Recruitment & Selection –

· Over viewing the implementation of the recruitment strategy to attract, select and retain the best performing talent in the market, in addition to securing to a sustainable candidate pipeline.

· Supervising the identification of manpower specifications including job descriptions and pay scales to enable optimized resource allocation, and accurate succession planning.

· Playing an integral role in preliminary screening, short listing of resumes, and arranging/conducting interviews; reviewing recruitment processes to steer continuous improvement for cost savings and workflow efficiency.

· Keeping abreast of workforce trends and turnover data; reporting labor market intelligence findings to the HR Director, including information pertaining to critical skills, future vacancies, and budget management

· Plan and finalize the department manpower for the slack and peak seasons.

Orientation & Training-

· Conduct Induction Trainings on the first day of new employees

· Conducting new employee orientation program to prioritize ease of adjustment into environment; administrating advice to confirm adherence to Organizational policy/contractual requirements to maintain focus on business growth.

· Utilizing job analysis and regular consultation to identify company training needs; designing competitive training courses with the Company Trainer for the skill enhancement of the employees
· Mentoring junior staff, trainees and volunteers to confirm alignment of efforts with organizational goals; monitoring performance indicators including output, turnover and attendance to access effectiveness of program.

Performance Management –

· Implementing the Performance Management System including Performance Development Plans and Employee Development Programs to ensure provision of appropriate training and tools for successful project completion.

· Employee regular appraisals and increment plans

· Planning HR requirements and performance standards by collaborating with department heads; utilizing direct observation, work results, reports and general feedback to identify strengths and weaknesses.
Compensation & Benefits –
· Revising compensation strategies including job analysis, pay structures and incentive plans; leading competitive program development for enforcement of best industry practices.

· Establishing HR policies, procedures, and associated guidelines in sync with labor law regulations; advising HR staff and Management regarding policy interpretation, job evaluation and labor expense forecasting.
· Verifying and maintaining updated documentation pertaining to staff, recruitment and training; managing employee records including contract letters and supervisory report to support accurate payroll processing.

· Preparing reports encompassing market trends, budget usage and HRIS/MIS management; conducting compensation surveys, recommending budgets, and modifying job descriptions to determine salary ranges.

Administration

· Facilitating open dialogue between Staff members and department heads to drive successful implementation of processes and workflows for assured fulfillment of KPIs, and project completion within established timelines.
· Working in conjunction with Management to co-ordinate activities, promptly resolve issues/ conflicts, creating synergy to improve quality of decision making and future strategic planning.

EDUCATION

· Diploma for Certified Human Resources Manager Professional (CHRMP) affiliated by Dubai Ministry of Education
· Diploma for Certified Human Resource Manager affiliated by American Institute of Business Management
· Masters Degree Of Business Administration (MBA) in Human Resources  
· Masters Degree in Organic Chemistry (M.Sc) 
· Bachelor of Science (B.Sc)
Additional Trainings Attended-
· Communication Skills

· Appraisals and Performance Management
· Grooming Standards for Hospitality Industry

· Choose your attitude
PERSONAL INFORMATION
Date Of Birth : May 24, 1982

Nationality : Indian

Visa Status: Residence Visa on Company Sponsorship
Marital Status : Married
UAE Driving License: In Process
Languages: English, Hindi, Learning Arabic
