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OBJECTIVE
An HR Professional with 4 years of experience with excellent interpersonal skills, alongside broad experience in HR Operations, Employment Laws, HRIS & Payroll Management, particularly skilled in building strong credible relationships with Management and Employees, always delivering an extremely high level of HR service that meet their needs. Looking for a QHSE/HR/CREWING Coordinator position in a reputed organization that will use my expertise in the Offshore, shipping, Oil & Gas industry and help enhance these skills further.

02nd Feb 2011 – Till Now                                                                         GAC – Marine LLC 
GAC MARINE is based in Abu Dhabi and Gulf Agency Company (GAC) Group Company, serving the offshore and shipping industry in the Gulf region since 1972.  The GAC Group is one of the world’s leading shipping service and transport organizations with its own offices worldwide. The Company offers a comprehensive range of marine transportation equipment and associated engineering services in the Gulf, the Red Sea, Caspian Sea, Indian Ocean and Arabian Sea.  

QHSE/HR/Marine Assistant (Coordinating and assisting the marine as well Shipyard staff)
Recruitment & Resourcing

· Manpower planning / staffing (based on projects in pipeline, deciding future resourcing plans in consultation with the department heads). 

· Sourcing the best talent (Technical and Non Technical) from diverse sources after identification of manpower requirements(job portals/job consultants/employee referrals/database).

· Screening of resumes and scheduling interviews. 

· Conducting HR interviews and ensures all forms (As per ISO standards) are in place.

· Salary negotiations and preparation of employment contracts. 

Public Relations & Administration

· Coordinate with P.R.O for issuing and renewal of work permit, residence visa, visa cancellation.
· Ensure documentation for all employees are continually valid passport, visa, labour /health cards, etc. Liaison with the PR dept. including new appointments – visa, medical, Emirates ID, Visa Endorsement, and the documentation process.
· Ensure employee medical checkup and health precautions.

Pre & Post Recruitment Support

· Managing induction activities; ensuring fulfillment of joining formalities of the employees.

· Handling the settlement of employees; ensuring arrangement of infrastructure to be provided.

· Formal introductions of key members to the new hire and maintain necessary documentation in employee files.
· Ensure formal review of probationer evaluation and maintain necessary documentation in file. 
Knowledge Management (Training & Development)

· Identifying training needs both technical and non technical staff in consultation with department heads, preparing training matrix & training calendar, attendance & feedback analysis. 
Compensation and Benefits Management (Payroll Administration)

· Preparation of monthly payroll for employees.
· Developing reports for annual salary review in order to ensure timely and accurate compensation & benefit administration.

· Maintaining leave records of staff members / deputation and project transfers. 

· Preparation of leave salary & final settlement of employees.

· Prepare MIS reports on a monthly basis.

Employee Welfare Activities 
· Ensure timely renewal of all employee related policies in consultation with the top management.

· Enrolment of new employees (and family if necessary) in the medical insurance policies provided by the company and settlement of medical claims as and when required.

· Deletion of members from the policy and ensure refund of premium. Also check and approve the payment in line with the contract.
· Coordination with bank representatives for opening account for new joiners.

· Preparation of salary certificates, salary transfer letters, NOCs and various letters as per the request from employees.

· Ensuring prompt resolution of employee grievances to maintain cordial management-employee relations and achieve dedication by employees.
HR policies & Procedures 

· Formulation of new policies, procedures & processes as per the organizations needs & requirements in conjunction with local labour law.   

· Periodic review of existing policies. 
Performance Appraisal  

· Responsible for timely completion of performance appraisal process of all employees in the organization in co-ordination with the respective department heads. 

· Initiation of appraisal forms and follow-up (goal-setting, self-evaluation, review) for timely receipts of the same. 
· Involved in handling promotions, transfers, annual salary revisions, and ensure the documentation in accordance with ISO standards.

· Co-coordinating and conducting disagreement process.

· Giving effect to post appraisals, like promotion report, promotion letters.

Other HR Activities 

· Prepare, update/validate, maintain and distribute Contracts for all employees.
· Update/maintain employee files (indexed) and file cabinets (numbering /labeling). Comprehensive filing in the dept. including re-indexing old files and ensures completion of forms according to ISO standards.
· Air-Ticketing - arrangements with agents for all staff. Selection of best route/fare in consultation with the department Manager. 
· Handling performance & disciplinary issues and counseling the employees accordingly.

· Exit interviews.

· Actively participate in ISO & Financial audits.

· Preparation of organization chart and periodic updating.
· Represent HR dept. in quarterly meetings.
HSE





 
· Reporting and investigation of accidents and occupational diseases.

· To ensure appropriate timely investigation and reporting of accidents and incidents including identification of immediate and underlying causes.

· To maintain all required EHS records.

· To conduct safety meetings monthly.

· To ensure environmental management system requirements are established, implemented and maintained in accordance with ISO: 14001:2000

· Analyze work environments and advise management on the control measures required to, eliminate, and prevent disease or injury.

· Prepare the Weekly and monthly report 

· Ensuring that work is controlled by using risk assessment and the control measures are adopted.

· Review and audit the risk assessment.

· Support the line managers with Incident investigation & Reporting.

· Managing & Monitoring HSE compliance with ISO 9001/14001 & Zones Corp, HSE procedure including permit to work system.
EDUCATIONAL QUALIFICATION
( M.B.A from Fisat Business School (MG University, Kottayam, India).

( IOSH Institution of Occupational Safety and Health
( NEBOSH Occupational Health & Safety International.
PERSONAL DETAILS
· Date of Birth
:
13/05/1985

· Nationality

:
Indian
· Visa Status

: 
Residency Visa (Transferable) 

· Languages Known
:
English, Hindi, Malayalam and Tamil 

· Driving License
:
Abu Dhabi, UAE
    DECLARATION
I hereby declare that all the information stated above is true to the best of my knowledge
DATE:









