Gulfjobseeker.com CV No: 1385112
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

        http://www.gulfjobseeker.com/feedback/submit_fb.php





Career Objectives

To pursue a rewarding carrier with an organization that gives me an opportunity for taking a greater responsibility acquiring skills while providing an atmosphere for professional and personal growth and to establish a symbolic relationship with the organization, I work with.
Profile

Extensive background in HR general affairs, including experience in employee recruitment and retention, staff development, mediation, conflict resolution, benefits and compensation, HR records management, HR policies development and legal compliance.
Experience and Achievements

Worked as an Executive – Human Resources with Vivanta by Taj, a Leading resort owned and Managed by TATA group of Companies – India, from January 2011 to 31 July 2014
Roles and Responsibilities
· Handling Oracle HRMS (Orion) Version R12 for employee enrolment & data base.
· Handling Payroll in accordance with Attendance and Leave records
· Handling Biometric attendance, leave cards and HRMS leave entries.

· Handling recruitment and staff joining processes.

· Handling the recruitment consultancies

· Shortlist the suitable candidates and schedule them for the interview with the HR Manager

· Preparing offer letters and appointment letter

· Assist the new employee for the joining formalities and Orientation.

· Maintain personal files of each staffs

· Handling employee probation process and its reviews

· Handling ad hoc task from HR Manager

· Handling employee grievance. 

· Handling Exit and clearance procedures.

· Coordinating with Training Manager for Training and Induction of the new Joinees.

· Performance Management and Employee Engagement
· Handling Statutory Compliances

· Handling Medical allowances and Insurance of the staffs.
· Monitor & coordinate with Corporate HR for career & succession planning. 

· Identify & develop key communities & plan for their support.

· Maintain excellent liaison & relationship with local government bodies, union leadership & industry associations.

· Implement Employee Satisfaction surveys & ensure the results are communicated & follow up on the action plans.

· Rationalize manpower utilization & carryout appropriate rightsizing activities.

· Implement appropriate Reward & Recognition program for employees linked to Customer delight.                                                 
As an Human Resources Assistant (June 2009 to December 2010)

Orange County Luxury Resorts – Coorg.
· Recruitment, Induction and On-Boarding
· Maintaining of HR Policies and HR Manuals

· Attendance ,Leave Records and Payroll Management
· Performance Management and Employee Engagement
· Statutory Compliance
Worked as an HR Assistant for “Jedi Specialty Hospital”. (January 2008 to May 2009)
· Advertising for new positions.
· Screening resumes and scheduling interviews.

· Conducting reference checks.

· Induction of new employees to the Hospital, department and all other staffs.

· Maintaining employee data base HRMS – New registration, Change info and termination.

· Maintaining employee personal files.
· Duty scheduling and maintain of duty roasters. 

· Handling Biometric system – Enrolment, deletion and maintenance

· Payroll processing and generating pay slips and distributing

· Answering employee queries relating to pay slips

· Employee welfare – Accommodation, recreation, food

· All other duties assigned to support the overall effectiveness of the hospital.
Educational Qualification

	Course


	Institution 
	Year of Passing

	MBA
	B.N Bahadur Institute of Management Sciences, University of Mysore
	June 2007

	LLB
	JSS Law College, University of Mysore
	March 2005


Computer Literacy
· MS Office (MS Word, Excel, Power Point)
Personal Strengths
· Attention to detail
· Punctual and reliable
· Ability to prioritize tasks and time-management
· Good communication, presentation and interpersonal skill
Personal Profile:

Nationality                    
:          Indian
DOB



:          17 April 1980

Marital Status


:           Married
 
Languages Known

:          English, Hindi
Visa  Status


:
Visit Visa


Declaration

I hereby declare that the above said information is true for best of my knowledge. 






