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Human Resources Manager
ORGANIZATIONAL CULTURE AND VISION PROACTIVE BUSINESS LEADERSHIP

POLICY PROCESS SYSTEMS

BUILDING OUTSTANDING WORKPLACES AND PERFORMANCE DRIVEN ORGANIZATIONS
14 years of progressive experience as a strategic business partner and catalyst for innovative initiatives that address today’s business challenges of attaining revenue goals, controlling expenses and attracting/retaining talent while achieving business and profitability objectives. Capable of transitioning underperforming organizations into high effective ones as well as leading organizations through accelerated growth or rapid change. 
 
__________________________________OBJECTIVE____________________________
Seeking a Senior Management Human Resource position streamlined towards achieving greater levels of responsibility, utilizing result-driven abilities in manpower management, team building, strategic planning and maintaining organization culture. Want to raise the stakes in a growing organization that allows application of skills and knowledge acquired through experience and education with the opportunity of professional growth.

                                                           KNOWLEDGE & EXPERTISE                                                      .
· Strategic Planning / Implementation

· Recruitment, Training, Employee Development & Retention

· Succession Planning

· HRIS Technology

· Payroll & Benefits / Compensation planning 
· Organizational Policy Assessment 

· Policies / Procedures Development & Regulatory Compliance

· Restructuring & Revitalization

· Employee Relations & Regulatory Compliance

· Vendor Management & Negotiation Skills

· Affirmative, Innovative & Exceptional Interpersonal & Management Skills

· Designing & Monitoring Record Management System
· Mediation Expertise
· Event Management
                                            ACCOMPLISHMENTS                                                  .
· Built high-performing, results-driven staffing function in a highly competitive, rapid-growth sales environment.

· Devised a comprehensive succession planning and leadership development program.

· Resolved bi-cultural, complex, sensitive staff-relations issues following mergers and transfers.
· Introduced & Regulated Time & Attendance Management System (TAMS - Biometric attendance) throughout the organization resulting in efficiency gains & process improvement. 

· Implemented Payroll and HR policies resulting in annual time cost savings. 

· Collaborating with the IT team to enhance “Employer Branding” by designing, developing and launching the company’s first internet site and also the in-house intranet portal.
· Initiated participation in leading Job fairs & exhibitions throughout Oman.

                                      PROFESSIONAL EXPERIENCE                                            .
Manager – Human Resources (Corporate Services), Oman Trading Establishment LLC – A Bahwan Group, Muscat, Sultanate of Oman since November 2000 till August 2014.
OTE is one of the major players in the automotive trading business in Oman and UAE. The company has witnessed a phenomenal year on year growth since its incorporation in 1991. In a span of 14 years, grew from an Administration Assistant to Manager – HR, thus climbing 7 levels based on my CAN-DO attitude, remarkable communication skills and inter personal relationships across levels. Reporting to the Senior General Manager – HR and supervising a team of 9 HR Professionals, 26 Divisions, 4200+ direct employees (Spread across Oman & UAE) and 450+ contract workers.  
· Recruitment: Responsible for Full Life Cycle recruitment and interviewing of candidates to identify qualified candidates based on skills, knowledge, education, experience, etc. Reduced costs by sharing applicant databases and leveraging recruiting activities for multiple positions. Manage end to end staffing functions covering manpower planning, recruitment, on-boarding, induction, final settlements and exit interviews. Increased employee retention and satisfaction by providing more opportunities for advancement. Advised managers on employee relations matters as well as staffing and candidate selection. Shortened hiring cycle to meet the demands of accelerated growth. 
· Payroll & Benefits / Compensation planning: Played a vital role in designing along with the IT team and then implementing and regularizing a SAP Payroll module which ensured on-time and accurate salary processing of all 4200+ employees and 450+ contract workers, covering their allowances, recoveries, compensations and benefits. Regular data compilation and analysis. MIS given as and when required and month-on-month on a regular basis to HOD’s. Work closely with all Divisions to ensure all payrolls related changes were completed in a timely manner and created audits (Four-eye concept) to ensure the integrity of both databases. 
· HR Policy & Organizational Design: Development and implementation of new HR policies and procedures in addition to reviewing and identifying gaps in the current HR policies & procedures so as to reduce time & paper work. Ensured alignment of the policies & procedures with the respective laws. Conduct managers training on the new policies, so that the same is passed to all the employees down the line. Streamlined and redefined workflow, roles and responsibilities, and compensation/pay practices. Re-engineered and integrated back office functions to create a single, highly efficient order fulfillment customer/employee interface. Cross-trained employees on multiple functions to facilitate a single point for problem resolution.
· Training & Performance Management: Designed and deployed a job-specific and goal-based Performance Management program. Developed and implemented grading system within the organization. Coached Managers on the process of evaluating employees, setting goals, conducting objective performance reviews, and recognizing and awarding performance to improve productivity. Grooming staff members individually to help them to identify and overcome barriers to their success.
· Employee Relations: Strengthened relationships with functional departments, making HR a strategic partner in process development, staffing, and employee relations. Elevated employee morale and increased confidence through communication forums and employee opinion survey. Resolved employee relations issues and earned the confidence and trust of new managers helping them to transform and strengthen relationships with the existing staff. Handle employee terminations, grievance and other difficult situations in a sensitive, fair and respectful manner, working closely with legal cell, supervisors and management. Created an environment of inclusion, open communication, trust and confidentiality at all times.
· Contract and Vendor Management: Coordinating with all Divisions to derive the total contract labour requirement. Negotiating & Administering multiple Labour Agreements. Developing and implementing a transparent, easy procedure to deal with the vendors and strengthening the vendor supplier relationship with clear scope of work and payment terms. 
· Social Cultural Initiatives: Planning, organizing and managing Annual Day / Sports Day. Initiated Long Service Awards (Annually) for employees with meritorious service within the Organization. Blood Donation camps and other CSR activities.
· Administration: Managed and improvised over a period of time procedures and duties related to Office Supplies, Passport / Visa, Logistics, Vehicle Registration, Utilities, EPABX handling and Leave Process.
                   EDUCATION / TRAININGS / PROFESSIONAL AFFILIATION                    .
· MBA (PGDBM) – Human Resource Management, Symbiosis Institute of Business Management, Pune - India.
· Bachelor of Commerce (Mumbai University)

· Successfully completed “SAP/ ERP (Power User) Implementation” training in the year 2003 from Satyam Computers, India.

· Successfully completed in-house Fire Fighting course and currently being a Fire Marshall.

· Attended in-house Training Programs on “Silent Message”, “Raise the Bar”, “Self Development & Group Dynamics”, “Building Team Work” and “Effective Communication Skills” from M/s. Joseph Jawahar & Arvind Nadkarni, India.

· Charter Member of “Toastmasters International Club” in Oman.

                                              TECHNICAL PROFICIENCY                                               .
· Excellent working knowledge of MS Office.

· SAP ECC6 Power User. 
                                                   PERSONAL DETAILS                                                     .
Nationality

: Indian

Date of Birth

: 15th June 1978

Marital Status

: Married

Languages

: English, Hindi, Marathi, Gujarati, Bengali and Punjabi

Driving License
: Valid Oman driving license

Visa Status

: Visit Visa

