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· Over 6+ years of comprehensive experience in managing the entire gamut of HRD functions with demonstrated leadership qualities; conceptualising and effectuating measures/modifications in the operating procedures to optimise resource and manpower utilisation. 

· A keen planner with the flair for implementing innovative Strategies and HR Interventions for accelerated growth of the organisation; knowledge of Statutory Acts as well as interfacing with Regulatory Authorities. 

· Adept at people management, maintaining healthy employee relations, handling employee grievances thus creating an amicable & transparent environment. 

· An enterprising leader with the ability to motivate personnel towards achieving organisational objectives and adhering to industry best practices. 

Proficiency Matrix:  


                                                            







Recruitment & Selection
Performance Management System       Vendor Management



Process improvements 
Employee Life Cycle Management
     Employee Relations
Payroll Administration
Needs Analysis & Identification
     Database Management
· Exercising overall co-ordination over manpower planning, recruitment, induction, exit & ensuring cultural fit; developing/ implementing new recruitment/selection policies as per staffing projections

· Handling Performance Management System and identifying scope for improving same; initiating rewards & recognition programs, & implementing individual & group incentive schemes. 

· Improving group performance & organizational performance through group activities.

· Identifying training needs and preparation of training modules, calendar, schedules and batches for imparting training. 

· Alignment of training plan with organizational needs and employee aspirations; conducting managerial & technical trainings to enhance managerial & soft skills of employees. 

· Supervising the operational activities related to sending various MIS reports for all the three Lines of Services, maintaining personal files of the employees, issuance of miscellaneous letters, etc. 

· Handling the Group Medical Insurance for all the employees, this includes monitoring issuance and distribution of medical cards to all employees; coordinating the same and ensuring that claims are released on time.
· Conceptualizing & Managing the Employee Engagement & Fun at work activities.
· Conducting Employee Satisfaction Survey and HR Review Meeting with all the departments every quarterly. 

· One point of contact for Time sheets, Attendance, Leave records, Reimbursements, Employee issues, Exit formalities, full and final settlements, BGC and Medical reimbursements    .

Computer Skills:














 
 

MS Office – MS Word, Excel, Power point, Outlook Express, Internet, Oracle HRMS.
PROFESSIONAL EXPERIENCE:










Company

   :   ILYAS & MUSTAFA GALADARI GROUP, Dubai
Current Designation
   :   HR Coordinator
Reporting To

   :   Vice President – Group HR
Duration

   :   November 2012 – Till date
Job responsibilities:
· Handling End-End recruitment cycle.
· Responsibilities right from Requirement gathering from Business till on boarding of the resources.
· Getting the resource requirements from the business i.e. Hiring Managers understand and analyze the resource requirements across skills and levels accordingly.
· Sourcing and screening of the profiles coming in through referrals and sources and directing them to the technical team for further technical screening.
· Planning the entire recruitment activity right from sourcing to on boarding.
· Reviewing the action plan with the business regularly to ensure smooth execution.
· Sharing the requirements based on their key strengths and expertise.
· Coordinating interviews across all levels for the short-listed/prospective candidates.
· Preparing offers, making verbal offers and dispatching offer hard copies to the selected candidate.
· Setting the expectations to business to meet the requirements.
· Single point of contact for selected candidates for further negotiations.
· Update the hiring/project managers on the hiring progress on a weekly basis.
· Processing payroll for around 700 employees.
· Working on WPS for timely payouts of salaries.
· Releasing the salary payout monthly, and salary slips.
· Prepare monthly human resources report as required by the VP – Group HR.
· Assist the Manager on the development and execution of HR related projects and initiatives.
· Develop and maintain confidential departmental employee files, documents and database.
· Coordinate employee relation functions in consultations with the VP – Group HR, monitor employee performances appraisals completions and track annual and sick leave accruals.
· Answering staff queries regarding payroll and human resources matters.
· Dealing with day to day HR queries and concerns.
· Providing advice to the employees regarding HR policies and employment legislations.
· Liaising with PRO for timely processing of visas.
· Handling Medical Insurance Cards and Labor Cards.
· Conducting regular meeting with the staff to built relationships.
· Develop a good working relationship with other departments.
· Conducting exit interviews.
Company

   :   KELLY SERVICES INDIA PVT LTD, Hyderabad 

Current Designation
   :   HR Generalist – Implant
Client 

   :   GOOGLE, MICROSOFT

Reporting To

   :   Key Account Manager
Duration

   :   July 2009- July 2012

Job Responsibilities:

Induction

Payroll and Delivery of invoices
Employee Relations, Motivation & Welfare

Attendance Management

Performance Management
Vendor Management
Training & Development

Compensation & Benefits

Background Verification

· Payroll Administration: 

· Collaborative work with the Finance department for monthly payroll system, make necessary entries for new hires, separation cases, unpaid leaves, bonus and absconded cases etc pertaining to Contingent Staff.
· Drive external vendors and ensure timely salary credit, reimbursements & Issuing pay slips.
· Processing various kinds of Payroll inputs of 1100 + associates and sharing the same information with the payroll team for processing employee’s salaries and reimbursements.
· Regular Checks on draft pay register and Invoice Previews.
· Involved in the process of getting approvals from the client’s on Pay Registers and Draft Invoices.
· Following-Up with the Client’s on Payments, getting them on time and accordingly releasing the staff salaries.
· Supervising the leave management along with full and final settlements of employee’s leaving the organization.
· Addressing and resolving compensation related queries raised by any employee.
· Responsible for employee transfers, promotions and compensation updates in the HRMS.
· Preparing reports such as reconciliation, Error, MIS and other reports accordingly.
· Involved in the process of ensuring the quality checks before finalizing the payout.
· In charge of the monthly salary helpdesk.
· Employee Relations Management:

· Conducting one to one sessions with the associates on monthly basis and sharing the same feedback with the client & Management.
· Conducting sessions for the associates along with Induction & Orientation.
· One point contact person for all employee related queries and raise the concerns during the regular meetings and making sure all these are closed within respective SLA.
· Handled Employee Grievances and redressed them with appropriate solutions.
· Conduct Exit formalities, analyzing the feedback and reporting to the Senior Management for their action plans.
· Attendance and Leave Management:
· Managing the attendance & leaves for complete projects in client place consisting the number of 1100+ associates.
· Leave’s allotted as per the policy and the leave register is updated on daily basis after receiving the approval from the reporting managers.
· Confirmation and performance appraisals:
· Executed quarterly, midyear and annual performance appraisals.
·  Initiated the appraisal cycle, setting the specific KRA’s for all associates.
· Organizing training programs and also coordinating other activities.
· Database Management:

· Regular Updating and Maintaining of Database of the associates.
· Responsible for updating of database on daily basis with the new joinee details, increment details, promotion details, transfer details and separation details of all the employees of all the departments..
· Background Verifications:
· Handling the Background Verification through Third party agency and getting the clearing report before on-boarding the associate.
· Partner (Vendor) Management:
· Serving the Business Delivery in Resource Hiring, Allocation and Management.
· Managing Resource Roll-offs and Roll-ins.
· Interacting with Project Manager and Delivery Leads to get the forecast of demands.
· Regular Assessment of Partners’ performance.
· Streamlining the process by continuous monitoring and filling the gaps.
· Coordinating the entire Partner Resource Hiring Process.
· Coordinating the hiring activities.
· Processing Legal Documents.
· Coordination of other logistics to on board resources.
· Taking care of Vendor Invoicing and Payments.
· Confirmation of Accruals to Finance to quote accurate cost for the given fiscal month. 

· Performance Review of the Partners and Roll Offs.
Key Accomplishments:

· Recognized for my work and promoted me to the Responsible Position
· Implemented Structured Induction, Probation Process, Organization Structure

· Received Service excellence award for the year 2011-2012
· Received Pat on Back award from client Google for the service provided

· Business Development, Walk-ins & Sourcing and Technology recruitments

Company
   :   C A INTERNATIONALS, Hyderabad 
Designation
   :   Recruiter & Payroll Administrator
Reporting To
   :   Resource Manager

Duration
   :   July 2006 - August 2007
Job Responsibilities: 
· Responsibilities include reviewing, screening and processing candidates, using different sourcing methods (job portals, personal contacts, and references), interviewing on telephone, scheduling interview with manager, placing candidates in organization.

· Work closely with Hiring Managers to develop position profile and to understand overall needs and requirements. (job description, salary, timing, expectations, etc).
· Sourcing Candidates through Job Sites, Newspapers, Agencies, and Placement Consultants.
· Manage candidates throughout the interview process. Maintain regular contact with possible future candidates.
· Verification of references provided by candidates during the interview process.
· Preparing Offer Letters and conducting induction process.
· Maintenance of Payroll System.
· Responsible for weekly performance updates to the company management.
· Administrative duties and recordkeeping.
Key Accomplishments:
· Played an active role in recruiting the resources in niche skills
· Part of the core team in preparing the strategic plan for the quarter period and successfully implementing them to achieve the target during that quarter
· Providing recruitment training to the trainees who joined newly and make them understands the complete process of recruitment cycle
Education:

· M.B.A. with specialization HRM from Osmania University, Presidency School of Management, Hyderabad, June 2009.
· B.C.CA from Osmania University, MVS Arts and Degree College, Mahaboobnagar, November 2006.
· Intermediate from Board of Intermediate Education, Loyola Junior College, Mahaboobnagar, November 2002.
· S.S.C from Board of Secondary Education, March 1999.
MBA PROJECT:












· Project from ICICI, Hyderabad on Performance Appraisal.
PERSONAL DETAILS:












Date of Birth

:   22nd February

Nationality

:   Indian
Languages Known
:   English, Urdu, Hindi, Telugu & Arabic
Interests

:   Listening to Music, Traveling, Snookers

Visa Status

:   Residence Visa – Company Sponsorship

Visa Validity

:   November 2016 (Transferable)
 Driving License
:   Valid UAE License 
