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HUMAN RESOURCES

Summary 
A well-presented, highly personable and efficient HRProfessional with an ability to work independently in a changing and multi-tasking environment. Having a strong management service orientation and delivery focus and active commitment to continuous improvement and quality standards. Excellent communication skills and comfortable working in a fast paced, hands-on, growth orientated work environment. 
Highlights
	· Hiring and retention                                 

· Training and development
· Recruiting
· Compensation/payroll
· Employee relations
· Labor agreements
· Administration
· Employee Engagement
· Personnel records maintenance
· Affirmative Action Compliance

	· New hire orientation
· Exceptional interpersonal skills
· Innovative L & D programs
· Negotiation & Communication
· Research & Development
· HR Operations
· Performance –KPI
· Organizational Management
· Benefits Administration
· Policies & Procedures



Accomplishments
Human Resources 
· Reduced employee turnover by 10% in HR Dept.
· Led the Staffing Planning Committee for 3 years under HR Director’s guidance.
· Formed training objectives, strategies and execution plans
· Created a rewards and incentive program that was cited as the driving force behind branch employee retention rate of 32%.
· Gallup & Hays Study on Employee Engagement Measurement Levels
· Revamped the orientation process for all new hires, which was implemented company-wide.
· Audited an HRIS database and received special recognition with a “Thank You Appreciation”
· Designed a standard exit process and interview survey that was implemented permanently.
· Managed the training for the SAP implementation for a $ 2000 business unit.
· Created 1-week virtual training sessions for a Soft Skills & Behavioral  certification 
Experience 
Human Resources Manager   April 2014 – Current
The MALL, MOOV Trading & Contracting - TaswiyehProject Management
Dubai, UAE

· Increased the employee base by 9% to meet changing staffing needs.
· Maintaining  organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes
· Day to day Operations & supporting multifaceted works in the company & departments.
· Analyzed training needs for employees & ROI with feedback analysis

· Planning the training schedule for employees in the company
· Evaluates training programs and training providers to ensure quality
· Implemented an innovative employee incentive program, which resulted in a 12% increase in staff productivity.
· Directed MIS & HRIS Implementation to maximize systematic & organized Data Base Maintenance.
· Advised managers on organizational policy matters and recommend needed changes.
· Directed personnel, training and labor relations activities.
· Served as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems.
· Relocation Processes coordination with PRO Team &relocation agency for new comers &work stations. 
· Managing to forward, complete and accurate papers and documents as required by local Authorities (Ministry of Labor, Visa offices etc.) to the PRO Team for processing employment visas using check lists and updating the HR spread sheet.
· Complete Knowledge of UAE Labor Laws
HR Business& Operations Manager                                                          June 2012-March 2014
SAMSUNG UNIT -MYS STUDIOS & SOLUTIONS - INFORMATION TECHNOLOGY
Dubai ,Pune-Middle East & UK 
· Planned, organized, and administered the activities of HR department, office and entire division efficiently.
· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems Scheduling and coordinating meetings, interviews, events and other similar activities 
· Recruited and interviewed 480 applicants per Quarterly in 2 years. 
· Enabling development opportunities with a practice of KIRKPATRICK’S T&D Model
· Managing HR Files using SAP HRM Module Research and the identification of key data sources
·  Ordering and receiving office equipment deliveries Performing multifaceted general office operations
·  Handled all aspects of administrative management and HR File directory maintenance.
· Answered employee questions regarding Employee Compensation &Benefits Policies and Engagement and resolved all concerns
Assistant HR Manager                 April 2009-May 2012
SHREE COMMUNICATION
Mumbai.

· Documented human resources actions by completing forms, reports, logs, and records.

· Updated job knowledge by participating in educational opportunities; reading professional publications.

· Assisted in accomplishing human resources department and organization mission by completing related results as needed.

· Scheduling and coordinating Meetings, Interviews, Events and Board of Directors Conferences

· Managed with all aspects of Operations , directory maintenance, logistics, inventory and storage

· Managing inventory of assets and supplies, sourcing for suppliers and submitting invoices 
· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems

· Preparing meeting minutes, meeting notes and internal support materials Research and the identification of key data sources
· Feedback analysis post T & D given to the staff using Spss tool to measure scale statistics of the staff.

· Handles day to day HR operations & administration works.
Education 
POST GRADUATION DEGREE Convocation: March2014
Masters in Personnel Management 

MAEER'S MIT SCHOOL OF MANAGEMENT 
Pune University 
GPA: 3.5 / 4.0 First class WITH DISTINCTION
GRADUATION DEGREEConvocation: March 2010
 Bachelors of Science –Biotechnology                  

 Mumbai University 

 Upper Second Class 
COURSES 
C’ Cert Holder – Pilot – Flying Cadet                                                              Honored: 2007- 2009
National Cadet Corps, No.1 Mah Air Squadron,

Indian Air force

‘Best Disciplinary Officer’ National Level Vayu Sainik Champion Winner

RESEARCH PAPER PRESENTOR                                                                                                     Published: Jan 2014
“Entrepreneur Competencies & Firms' Performance" “Employee Engagement” HR Operations at Idea Cellular LTD under ISSN Exploria – 2014 National Research Conference, India 

Affiliations 

Human Resources Forum - Management President March 2012 – March 2014
MAEER'S MITSOM - Institute, Pune University, India
Learning & Development Programs at University – 
Seminars & International Conferences. 

International Research Human Resources Conference - MCC, Education Ministry
Skills
Recruitment Software:
HR-XML Consortium 
Applicant Tracking System
Emiratization RecruitmentPortal
Talent Management Software:
Talent Management Tech 
HRIS:  SAP &OPEN ERP HRM Modules–

Certified Payroll System Integration
Biometrics

Microsoft:
Word, Excel, Power Point
Adobe Application

