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MID-LEVEL HR PROFESSIONAL
HR Generalist

Location Preference: UAE
PROFILE SUMMARY
A strategic professional with over 5 years of experience in the areas of:
Performance Management

Recruitment & Selection


Appraisal Handling

Team Management


Rewards and Recognition


Employee Engagement

Strategic HR Planning

Report Handling



Training & Development
· Experienced in handling the entire gamut of human resource development functions encompassing like manpower planning, performance management, development programs, etc.

· Proven skills in working on rewards management process including documenting, management and processing of employee bonus and share option rewards by working on coordination with accounts department
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Expertise in maintaining employee database in MS Excel & HRMS by regularly updating the same with new employee joining and resignations

· Proficient in processing employee leave requests based on priorities and ensuring suitable replacements for the same to ensure uninterrupted operations
· Competent in employee management, resolving professional disputes and counselling on personal issues that disrupt work

· Successful at motivating staff through clear communication and outstanding organizational skills

CORE COMPETENCIES
· Compensation Management: Coordinating, formulation & implementing remuneration/re-structuring policies. Responsible for moderation exercise, salary workout and impact analysis during appraisals. Ensuring parity in compensation at base pay levels, comparing ratios at different grades for maintaining the parity in compensation across the organization.

· HRIS & Report Analysis: Maintaining systematic records HR database in an effective and efficient manner also handling recruitment reports on weekly / monthly or quarterly basis. Preparing different forms and reports like joining forms, employee satisfaction form, exit interview forms, training feedback form, attrition analysis, exit interview survey, headcount and vintage reports, etc. Acted as administrator for statutory compliance module. Accountable for maintaining the manpower statistics report across the organisation.

· Performance Management System: Managing entire performance appraisal process across levels as well as establishing framework for substantiating performance appraisal system linked to reward management. Implementing PMS process at all locations including promotion policy.
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Employee Engagement: Responsible for conducting employee engagement surveys, conducting & organizing  open house, designing & implementation of several policies, annual days for employees, rewards and recognition programs, team building activities and addressing the employee issues and conducting proper follow ups with concerned departments along with counselling sessions with employees, facilitating skip level meetings, etc.

ORGANISATIONAL EXPERIENCE
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Dec’13-Feb’15       National Bank of Abu Dhabi, UAE as Reward Officer

Key Result Areas:

· Worked on 2013 NBAD bonus process for employees in UAE and outside UAE
· Identified employees eligible for bonus as per rules, policies & statutory norms, provided budget & employees names to department heads and processed it further
· Managed the printing, circulation and issue of letter templates for yearly Bonus, Deferred bonus & LTIP; ensured the amount transfer to employee accounts by coordinating with accounts department

· Managed & documented staff share options schemes and assisted share options department& staff branch at the time of share option exercising by employee

· Processed the share option requests in SFAS for ADX to transfer shares from employee account to own account and forwarded approval to the employee
· Updated database with resigned employees and provided information on employee eligibility for bonus

· Maintained master database of employees in compliance with NBAD

· Assisting recruitment in filling-up new requirements and openings 

· Updated organization hierarchy and supervisory hierarchy with the help of Org Plus software to higher Managements for their review
· Developed and presented weekly report to HRBPs and Reward Managers
· Organised induction for New Joiners, introducing to location HR & Admin team as well as departmental representative
· Rolled-out HR Module and presented HR Policies to the employees
· Kept records of personal files of all employees of Northern Region
· Assisted employees in availing various benefits as and when required.
· Managed employee separation formalities.

· Clearing employees exit process by clearing dues and check with staff branch if any dues available or not.

· Processing their visa cancellation and dues will be deducted from their end of service benefits and balance amount will be credited to their account by Staff branch.

· Recommend action for closing the NBAD employee account.

Highlights:
· Holds the credit of provided right guidance to the employees for selling of shares at the right time to help them avail maximum benefit out of it

· Drafted and shared letters on shareholding vested/unvested and followed-up for acknowledgement thereby streamlining the process of share option distribution 

· Helped the out-boarding team in processing employee exit process by clearing dues/rewards/ incentives/share options

Dec’09-Dec’13      Saif Bin Darwish, Abu Dhabi as HR & Admin 
Key Result Areas:

· Responsible for entering employee data in system based on skill reports received from sites

· Discussed employee personal issues, letters and leave requirements to be processed into the system

· Managed the leave approval process by analysing the priorities and arranging replacements
· Updated timesheets/overtime/salary issues problem of employees and counselled them regarding their personal issues
· Coordinated with consultant for raising recruitment requests, pre-screening of candidates, scheduling interviews and finalising the employees

· Conducted inductions for new joiners to orient them on company policies, HR module and rules & regulations

· Involved in payroll management activities such as collecting attendance data, preparing salary calculations, incentive reports, manpower reports & medical insurance database, issuing payslips, handling queries and maintaining other payroll documents

· Gathered & identified training needs in the organisation and conducted required training programs as per schedule

Highlights:
· Implemented the use of excel sheets for documenting leave status, joining and exist status for maintaining consolidated database for HR
· Initiated the documentation of the passport, permit cards, Labour cards, insurance card in a register
· Counselled an employee on personal issue by providing practical solution that helped in resuming work within 1-2 days
· Created a hiring planed adhered to the same throughout the quarter, thereby streamlining the entire hiring and retention process for rest of the financial year
· Efficiently managed an induction session for 25joiners and single-handedly steered the entire proceedings to a successful conclusion, received a verbal appreciation from reporting manager for same

· Identified 11 candidates who were potential exits and was successful in counselling as well as retaining them in coordination with the concerned operational heads
PREVIOUS EXPERIENCE
Apr’07-Oct’09      BPL Cellular, Trivandrum, India as Technical Support Engineer

ACADEMIC DETAILS
2011 
MBA(Human Resource Management) from Maharashtra University, India
2007 
BE (Electronics and Tele communication) from Kerala University, Kerala, India
IT SKILLS
Operating System: 

MSDos, MS-Windows 98, XP, Vista. Windows 7 

Programming Languages:
C++, Java

Web Skill: 


HTML, JavaScript
Others: 



MS Word/Excel/PowerPoint
PERSONAL DETAILS
Date of Birth: 

29thJuly 1985
Marital Status:

Married

Visa Status:

Visit Visa
Driving License: 

UAE Light Vehicle

Languages Known: 
English & Hindi

Nationality: 

Indian

