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CAREER OBJECTIVE
Seeking a challenging assignments in Human Resource and Administration Department with a progressive Organization that will use my education, skills, abilities and experience in a Managerial capacity, where I can effectively contribute to business operations in any capacity that best matches my talent and knowledge.

· A competent HR professional with over 5 Years of proven expertise in independent handling of all core functions of Human Resources.

· An effective communicator with excellent leadership, decision making, planning and organizing skills that can build and maintain relation across and beyond organizations.
· Strong abilities in leading large taskforce and employees of all level in a disciplined manner.

CORE COMPETENCIES
  Compensation 


UAE Labor Law


Employee Relations
  Recruitment 



Policy Formulation


HRMS Application

PROFESSIONAL SUMMARY
· Working as Senior Officer - Human Resources & Administration – Global Operations in Krishna International FZCO, Head Office, UAE from January 2015 to till date. 

· Worked as Assistant Human Resources & Administration in Lulu International Exchange, Head Office, UAE from February 2013 to January 2015.

· Worked as an Executive - Human Resources in Suguna Foods Ltd, Coimbatore from September 2011 to January 2013.

· Worked as a Human Resource – Consultant in People Point HR Solutions, Coimbatore from June 2010 to September 2011.
Roles and Responsibilities Handled
Recruitment and Post-Recruitment (Global Operations)

· Handled the recruitment function by screening, interviewing and selecting candidates
· Negotiating Compensation packages, pay rate and relocation benefits with candidates

· Involved in the process of preparing & issuing employment offer / appointment letters / preparing bond and consultant agreements to selected candidates

· Onboarding the selected candidates, conducting orientation and training for new associates
HRMS Implementation
· Project In-charge for HRMS implementation
· Handled 2 different HRMS applications and implemented successfully in the organizations
· Training employees in HRMS and converted the paper processing of HR transactions into system process

Payroll Administration

· Managing the attendance and leave records of employees in HRMS
· Payroll administrator for processing centralized payroll on monthly basis to ensure smooth function in crediting the employee’s salary

· Leave Salary preparation of all employees, uploading of SIF files and attending to their salary issues

Policies and Process Management
· Prepared and rolled out HR policies and process in compliance with UAE labor law and company policy
· Educating new policies and refreshing existing policy knowledge through Policy refresher sessions
· Identifying policies that have to be reiterated with respect to the process

· Clarifying policy related queries as when required
Performance Management

· Implement the company’s performance appraisal / performance management system, compensation surveys and compensation management, reward schemes, employee feedback, employee satisfaction surveys.
HR MIS and HRIS
· Preparing MIS and HRIS reports on monthly basis and reviewing it with Middle Management Team

· Prepared and Proposed Human Resource Recruitment Budget report for the year 2012 – 2013
· Preparing Manpower Budget as per Management Approval
· Payroll reports preparation and identifying the deviation and errors and submitting the reports to management
· Uploading monthly pension fund for emirati’s through online

Administration and Employee Relations

· Coordinating with PRO in execution of all legal aspects of HR Activities
· Issuance and renewal of Visa, Labor Card, Emirates ID, Insurance Card etc
· Execution of employee engagement, team building and welfare activities

· Issuing all types of letters on behalf of HR Dept. to the employees and outside parties
· Conduct Exit interviews and complete all the exit formalities of employees
· Investigate and render comments on all disciplinary issues of employees
· Ensuring employee gets their benefits on time (like transport, accommodation etc)

ACHIEVEMENTS AND CONTRIBUTIONS
· Formulated several policies to improve the work culture.

· Prepared Employee Handbook and HR Training module for the Companies. 
· Implemented Salary Structure and Grading System for Group Companies.
· Revamped the existing induction and other HR oriented process and procedures.

· Implemented several team building, training sessions and employee motivational activities.
· Centralized the payroll process for Group Companies.

ACADEMIA
· MBA (HR) from Bharathiar University, India in 2010. Secured 4.3/6 CGPA.
· PGDCA from Bharathiar University, India in 2009. Secured 61%.
· BBM (CA) from Bharathiar University, India in 2008. Secured 73%.
PERSONAL SKILLS
· Strong Position Selling
· Ability to cultivate and build relationships

· Hunter’s mentality

· Big-picture thinking

· Strong follow-up
· Listening

· Consultative in nature

· Personable and Approachable

IT SKILLS
· Proficient in MS Office 2007(Excel, PowerPoint and Word)

· SPSS Analysis Software

· Multimedia Software’s

· Adobe Photoshop, Corel Draw, Adobe Premiere, Macromedia Sound Forge, Macromedia Flash, 3Ds Max, Combustion.
PROJECTS
· Prepared and organized a store audit for Reliance Communication and submitted a report using SPSS tools.

· Prepared cost benefit analysis on mobile phone usage and grade wise limit at LuLu International Exchange.
· Team Member for salary revision project for the year 2014 at LuLu International Exchange.
PERSONAL DOSSIER
Date of Birth 

:              25th July, 1987

Nationality    

:
Indian

Interests         

:
Travelling, Cricket, Music, Surfing net.

Languages

:          
English, Tamil, Telugu, Malayalam and Hindi
