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~HIGH IMPACT HR PROFESSIONAL~

Recruitment & Selection / HR Operations
***********************

Versatile, high-energy professional, successful in achieving company’s growth objectives within turnaround & rapid changing environment

PROFILE SUMMARY

MBA (Marketing & Marketing Communication) with over 10 years of experience in India & UAE in:
Expertise in managing the complete ‘Employee Life-Cycle’ and ensuring maintenance of amicable relations among management and employees through the introduction of participative schemes and practices. Presently associated with Homes R Us, UAE as Human Resources Officer. Displayed competence by modifying / introducing various HR policies & systems in the organisations thus improving transparency and clarity at all level & automating overall HR processes. Well versed with various concepts of Headcount Analysis, Resignation Analysis, Local Labour Laws, Payroll, etc.
Proficient in handling reward & recognition system, executive development performance management, employee relations, HRIS implementation, HR policy formulation, etc. Track record of successfully leveraging teams with abilities in motivating and bringing groups with diverse views / priorities to a common solution. Worked in leading organizations like Dulsco, Landmark Group of Companies, etc. 
Skilled in developing and implementing new benefit packages, ensuring that these are current and competitive and in line with industry requirements. Demonstrated a consistently upbeat and enthusiastic attitude; enterprising leadership who has mentored people with an equal desire to perform and win; possess sound cross cultural  and excellent communication and interaction skills.


Leadership: Driving the organizational mission through employees & supports motivation of employees in organization

Management: Overseeing operations of the organization, implementing plans, managing human & physical resources

AREAS OF EXPERTISE
- Strategic Planning


- Personnel Administration

- Recruitment & Selection


- Competency Mapping 


- Training & Development

- Knowledge Management 

- Leadership Development 

- Compensation Management

- Labour Welfare

- Talent Acquisition 


- Industrial Relations


- Performance Management 

- Employee Relations


- Payroll Operations


- General Administration

· Formulating & benchmarking functional best practices to focus on development of abilities to meet present and future goals and mission set by the organization. 

· Instituting change management practices in the organisation, including organisational restructuring & manpower rationalisation initiatives. 

· Planning human resource requirements in consultation with heads of different functional & operational areas and conducting selection interviews. 

· Monitoring the employee’s salary structure and benefits provision to ensure a balance between control of costs and attracting & retaining staff; researching and analysing salary rates and benefits offered by other employers in the same sector.

· Managing the appraisal process across the levels and establishing framework for substantiating Performance Appraisal system linked to Rewards.

· Conceptualizing & developing the T&D initiatives for improving productivity, building capability and quality enhancement with focus on experiential training.

· Negotiating and amicably settling disputes with the Union and maintaining discipline & harmonious working environment across all employee levels. 

· Monitoring statutory compliance, liaising with external agencies, Govt. authorities, agencies for visualising managerial grip & maintaining industrial relations.

WORK EXPERIENCE

Since Aug’13 with Homes R Us, UAE as Human Resources Officer
Role:

· Accountable for preparing various contracts and getting clearance from respective countries local Embassies and Consulates or better snapshots 
· Looking after functions like processing, clearing recruitment invoices of agents

· Presenting employee concerns & their requirements in front of management
· Formulating reports of separations/joiners tracker, employment visa reports and headcount report on weekly basis 
Highlights:
· Successfully recruited over 170 personnel for Retail Sales and warehousing functions through strategies such as Headcount planning
· Efficiently managed an induction session for 100 joinees and single-handedly steered the entire proceedings to a successful conclusion, received a verbal appreciation from reporting manager for same

· Identified 3 candidates who were potential exits in the month of july 2014 and was successful in counselling as well as retaining them in coordination with the concerned operational heads
· Lead the PMS launch in Homes R Us division in 2013-14.
Dec’12-Apr’13 with Landmark Group of Companies, UAE as Human Resources Operations and Administration Coordinator
Role:

· Instrumental in processing of various documents for several new recruits through visa processing
· Responsible for arrangement of hotel, air ticket and commutation to company in settling period
· Developed reports of separations tracker, employment visa reports, etc. on weekly basis 
Highlights:
· Efficiently managed an induction session for 10 joinees and single-handedly steered the entire proceedings to a successful conclusion, received a verbal appreciation from reporting manager for same.
· Identified 4 candidates who were potential exits in February 2013 and was successful in counselling as well as retaining them in coordination with the concerned operational heads.
Mar’11-Dec’12 with DULSCO, LLC, UAE as Operations & Human Resources Executive
Role:
· Organized induction programs for new recruits before they join
· Accountable for overseeing various functions entailing issuing offer letter to new recruits completing their joining formalities, providing assistance for preparation of monthly salaries of the candidates, recording employee leave forms, leave return & absenteeism, etc. 
· Drafted several reports of employees like leave, separations tracker, employment visa reports, visa and man power utilization reports on weekly basis
Dec’07-Mar’11 with TAS Management Consultancies, UAE as Human Resources & Administration Coordinator 

Role:

· Accountable for conducting reference check, pre-employment screening, etc. related activities 
· Looked after various functions such as visa report for Bank and Respective Department of the candidate for streamlining operations

· Involved in filing of various candidates documents like offer letters, employment contracts, induction papers, leave records, etc. 

· Indentified various new business opportunities for company’s growth & excellence
Highlight:
· Actively represented company’s in Labour Ministry in an effective manner 

PREVIOUS EXPERIENCE

Dec’04-Nov’07 with ICICI Prudential Life Insurance Company Ltd., India & UAE as Financial Services Consultant
Highlights:
· Efficiently completed flash target as new joiner during Dec’04-Apr’05
· Pivotal role in launching of ICICI Home Loans across Maharashtra in 2005
· Recognized as No.1 Performer throughout the country for 4 consecutive months 
· Successfully chosen for Gulf Assignment of ICICI at Dubai for selling of various Life Insurance Products in 2006

· Holds the merit of qualifying for ADC where only 2% of workforce were able to do in October 2005.
SUMMER INTERNSHIP

Organization: 

Vardhaman Spinning Mills, Ludhiana
Title: 


Tracing the Factors affecting Market Share of the Company

Period: 


Apr’04-Jun’04

Objective:

· To find out the market share of Vardhaman threads and identified various factors affecting it for business growth & excellence 
Highlights:

· Skilfully suggested various recommendations to improve the packaging 

· Ensured colours on the package were accepted as well as timely delivery of consignment which was improved by the recommendations.

· Efficiently traced about 900 tailors across Ludhiana and recommended Annual Tailors Meet which was highly successful
EDUCATION

· MBA (Marketing & Marketing Communication) from International School of Business & Media, Pune with 5/8 CGPA in 2005

· BA MGT (Commerce) from The Bhopal School of Social Sciences, Bhopal with 1st Div. in 2002


Other Course:
· Certified Course in French Language run by French Embassy in India through Alliance Françoise De, Bhopal in 2001

ACADEMIC ACCOLADE

· Holds the merit of receiving 3rd rank in merit list of Barkatullah University during final year in 2002.
IT SKILLS

· Well versed with MS Office and Oracle Operator System
EXTRACURRICULAR ENGAGEMENTS AND ACHIEVEMENTS

· Successfully organized Blood Donation Camp at college level in 2000
· Received Best Bowler Award in Intra Organizational Cricket Tournament organised by Eureka Forbes Ltd., Bhopal, Madhya Pradesh in May 1999.
· Actively participated in various cultural activities like Concerts, Drama and Debates at school & college level 

· Efficiently represented school for Cricket, Basketball, Hockey and Aquatics Team in 1999.
· Served as Captain of School Basketball Team in 1999
· Recognized as Top FSC for Mortgage Reducing Term Assurance at PAN India level for 4 consecutive months like June, July, August & September 

· Acknowledged as single person of the batch who qualified for Assessment and Development Centre
· Acted as member of Branding & Promotions Core Team in ISBM, Pune and direct reporting to Dr. Pramod Kumar-Head-ISBM

· Functioned as Team Leader during Trekking Camp organized by Youth Hostel of India at Raisen, Himachal Pradesh in May’96

PERSONAL DETAILS

Date of Birth: 

21st December 1979

Languages Known:
English, Hindi, French (Basic) and Urdu

Location Preference: 
Dubai, Sharjah and Ajman
