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OVERVIEW

· Profile:


HR Business Partner, BBM-MBA [HR], 10+ yrs of UAE experience, Dubai born

· Nationality:


Indian

· Current location:

Dubai, UAE

· Current position:

Regional HR Manager 
· Last Co. & location:

Company of Bidvest Group, Dubai

· Asset to work:


UAE DL with own car and under Husband’s sponsorship
CAREER OBJECTIVE

With 10+ years of my ongoing professional experience in business development and partnership, I always seek a role:

· To help / lead Directors, Business Owners, Presidents, Entrepreneurs… to a blue ocean strategic HRM that brings value added results and ensure time is well utilized which results to better profitability.

· To bring in ROI through best Strategic effective HRM practices. 
· To being a committed HR Business Partner contributing & resulting to long term business growth plans.
CAREER PROFILE

· Develop Corporate Human Resources policies and procedures for the Company that are in line with the company’s Vision and Mission Statement.

· Develop HR programmes and standards that will promote the Company as an Employer of Choice. Ensure that all Corporate HR policies are effectively implemented throughout.

· Develop HR standards that will provide an effective recruitment procedure to attract the best talents in the marketplace, with equitable and competitive remuneration packages and benefits.

· Periodically re-assess, review, change and upgrade the company’s benefits and compensation schemes to enable the Company to stay competitive and grow by retaining current people and attracting new ones.

· Homogenize and drive the administration of the Performance Management, Appraisal System and Career Development Programme to ensure uniformity across the business. 

· Serve as a company specialist responsible for co-ordinating and supporting the Human Resources programmes in conjunction with the various Business Units and Management Teams.

· Assist in HR budgeting and financial reporting related issues and in the implementation of an effective business strategy and planning process.

· Co-ordinate and implement individual development planning processes and the development of programmes that will provide effective training and development for the workforce.  Ensure people are training to do the jobs they carry out in order to deliver great customer service.

· Create and implement an effective and efficient communication system between the head office and the business units.

· Ensure harmonious relations with the workforce. Contribute to the morale and team spirit of the team by building and maintaining supportive and effective relationships with colleagues and employees.

· Provide administrative and operational HR support to the business such as Government relations, Immigration & visa services, general policies & procedures affecting personnel administration, working conditions and employee development.

· Develop and facilitate a Career Development Programme that will enable deserving employees to assume a more responsible position within the business.

· Conduct annual HR audits of the business to ensure that there is full understanding of and adherence to the company HR standards.

· Display a marked ability to manage culture and diversity and share knowledge across the business.  Identify the culture required to meet the business strategy and translate desired culture into specific behaviors.

· Keep abreast with innovations in the field of Human Resources Management and makes appropriate suggestions and recommendations to the Managing Director.

· Maintain the highest level of professionalism and integrity at all times, whether in appearance or in dealing with others.
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EMPLOYMENT HISTORY

· Designation:  Regional HR Manager for Turkey, KSA, UAE Regions & Opening branches of Oman & Bahrain
· Bidvest Group – Horeca Trade LLC, Dubai.  
· Since July 2011 – Dec 2014
Job Description: For Middle East Region (UAE, KSA, Turkey)
Working in alignment with the HR vision/mission statement, our HRBP liaise closely with key stakeholders and act as a tactical HR Business Partner, to support the Division/Market to successfully achieve its business plan and overall strategy, through the effective development, implementation and management of best HR practices. As the main HR interface with key stakeholders HRBP act as an ambassador for the HR function as a whole and demonstrate key HR behaviours and values such as
· Organisational Development

· Resourcing & Retention

· Compensation & Rewards

· Training & Development

· Succession Planning

· People Management

· Change Management Employee Engagement

· Performance Management

· Employee Surveys & Reviews

· Benchmarking

· Policies & Procedures

· Gap Analysis
I Manage, Direct, Plan, Organize and Implement all of the above with my career profile skills mentioned in the previous page.

My achievements:

1. Transformation of Personnel Management to Strategic Human Resource management

2. Developing people, increasing efficiency and productivity and bringing in profit

3. Building retention strategies and retaining top talents

4. Coaching mentoring and investing on long term committed employees

5. Promoting and designing reward systems

6. Open door policy and grievance handling

7. Closing gaps between performance standards and employee performance

8. Sustaining effective HR practices and taking care of people

9. Managing and leading teams to efficiency
· Designation:  Sr. Administration & Payroll/HR Officer
· Telematics Networking & Communications L.L.C [IT Security Systems, ELV, DNS, CPMS], Dubai.  
· March 2008 – February 2011.
· Reason for leaving: Completion of Contract.    
 Job Description:
HR Administration & Management:

· Extend/Support/Run entire HR functions of the organization in the most cost effective, professional & productive way enhancing the bottom line. Recruitment, Training & Development and Job Descriptions.
· Policy formulation: Initiate and draft relevant policies and dispose at management’s discretion. 

· Monthly Payroll Preparation.
· Handling grievances, emergency case requests, site accommodations, parking cards, etc… 
· Managing the activities in the areas of Staff Training, Employee Relations, Performance and Retention with high integrity and honesty.
· Locate prospective candidates in fulfilling the recruitment needs.
· Provide Induction to new staffs, acclimatize them with company policies, procedures, organizational hierarchy and work culture.
· Ensure all employees have appropriate Job Descriptions.
· Perform skip level meetings for surveys with staffs, probe/extract relevant information related to job satisfaction, views of organizational policies, procedures and areas for improvement.
· Assist Head – HR in implementing Change management, Performance management, Identify training needs, Career Planning & Development, Succession planning, HR System analysis etc…..
· Leave Management – Annual/Casual/Sick/Emergency Leaves / Leave Pays and Air passages

· Management of Staff Advances/Loans

· Employee Opinion Survey and appraise management with employees feedback on the areas of improvement.

· Record keeping – Passports, Visas, Labor cards, Medical insurances, Training Calendar, Personal Requests, Personal Profiles, Official Letters, Leaves etc….

· All legal compliances on new visas, work permits, renewals, change of profession, transfers, cancellations etc..
· Maintenance and updating of service records of employees 

· Design, adopt and coordinate Performance Appraisals for project staffs.

Achievements:

· Acquired ISO certifications from Bureau Veritas for the current company, developed processes, procedures and regulations as per the Quality standards (all the three ISO 9001:2008 / ISO 14001:2004 & OHSAS 18001:2007).

· Conducts regular English language trainings – Interactive sessions for Project staffs.

· All Legal Compliances in success and in time.
Occupational Work Profile:

· Drafting all types of Business Letters / Memos / Holiday Announcements / Warning letters / Undertaking letters etc…
· Acquisition of any certifications required and relevant for the company at the instruction of the management 
· Simultaneous all other routine requests or day given tasks obliged to be completed within hours.
Assistance to Head HR:

· Policy Formulation to achieve organizational objectives.

· New Initiatives in developing the HR of the organization.

· Evaluate the effectiveness of HR activities.

· Implementing Change management, Performance management, Identify training needs, Career Planning & Development, Succession planning, HR System analysis etc…..
· Fulfilling the recruitment targets sets for various projects.

· Ensures compliance to all legal matters

· Effective management of WPS through legal compliance.

· Timely salary payment

· Designation:  Sr. Administrative & HR Executive.  

· Universal Steel GMBH, Jebel Ali Free Zone [February 2006 – March 2008].   
· Reason for leaving: Contractual employment term of 2 years.     
Job Description:
· Provide full range of HR services; Personnel Administration, Policy Formulation & its Implementation, Learning and Development, Recruitment, Performance Management. 
· Identify staff vacancies and recruit, interview and select applicants. Administer and evaluate applicant tests.

· Maintain records and compile reports concerning personnel-related data such as hires, transfers, terminations, appraisals, leaves, visas, labor cards, personal requests, staff loans etc….

· Plan / conduct new employee orientation to foster positive attitude toward organizational objectives.

· Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems.

· Coordinate all divisional legal activities with JAFZA visas, trade licenses etc…. 

· Maintain HR budget 

· Maintain, Update and organize all employee database, files and records

· Interprets and communicates operating policies.

· Locates and compiles information and formats reports, graphs, tables, records and other sources of information.
· Grievance Handling 
· Designation:  HR Executive.  

· Team Y&R Advertising L.L.C – Dubai, UAE. [June 2003– January 2006.]      
· Reason for leaving:  Completion of Contract.         
Job Description:
· Assess overall company requirements in respect of training needs, sourcing of appropriate training programs and assessment of individual development needs.  Co-ordination of staff induction modules and provides HR Administration and support to all Managers.

· Ensure high quality procedures are in place, which are in line with company policy governing recruitment and selection. 

· Build on existing systems to create HR tools including job descriptions, competency profiles and appointment letters to improve efficiency and develop uniformity across the organization. 

· Develop and implement contemporary recruitment methods to attract top quality candidates appropriate to the position and company needs 

· Maintain files/staff records and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals, and absenteeism rates.
· Absenteeism Control & counseling
· Undertake training sessions as part of induction for new employees.
· Design Orientation / induction training programs for new entrants at all levels.
· Implement Productivity Improvement Programs
· Create awareness of and adherence to organization policies, procedures and legislative requirements. Assist the line managers with HR issues.
· Conduct Employee Satisfaction surveys and identified key areas to raise staff morale.
· Conduct exit interviews to identify reasons for employee termination.
COMMITMENT

· Employment Term – Committed to contract.

· Legal Compliance – UAE Residence Visa under Husband’s sponsorship (No legal issues)

· Availability – Immediate
EDUCATIONAL QUALIFICATION

· MBA – Masters in Business Administration (Specializing in) Human Resource Management, Newport University, California, USA.         

· BBM – Bachelor of Business Management - Bangalore University, Bangalore, Karnataka, India

· PGDMM – Post Graduation Diploma in Marketing Management - Bangalore University, Bangalore, Karnataka, India

· Diploma in Export and Import Management – Bangalore University, Bangalore, Karnataka, India
· CIPD Qualified for Recruitment & Retention strategies. Year 2013 pass out.
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