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EDUCATION
· Advanced Diploma in Human Resources Management (Academia College, London) - 2010 
· LLM (CUSAT, India) - 2004 
· LLB (Law Academy, India) - 2001 
· High School ( Indian High School, Dubai) - 1996 
SOFTWARE:
Word, Excel, Powerpoint
LANGUAGES:
English, Malayalam, Hindi, Arabic (working knowledge)

Gulfjobseeker.com CV No: 1433946
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
Seeking a position where I can utilize proven people-oriented skills to develop and promote a positive work environment.
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Location Preference: Dubai, UAE
Work Experiences

Dec 2012 – Present - Head of Legal, Admin & HR -
Streamline Electromechanical Works LLC, Dubai
Streamline Electromechanical Works LLC is an MEP subcontracting company that has been functioning in Dubai for almost 20 years.
Being the Management Representative, I was instrumental in helping the Company achieve certification in 3 ISO standards, namely: ISO 9001:2008, ISO 14001:2004 and OHSAS 18001:2007.
My duties and responsibilities cover HR, Legal & ISO functions:
· Select candidates to interview, conduct interviews and recommend them for appointment 
· Prepare offer letters, appointment letters, Memos, Disciplinary actions, etc 
· Conduct Performance Appraisal & Recommend personnel for increments keeping in mind Company policy 
· Schedule the Annual Leave Calendars, Training Calendar etc 
· Check the Time-sheets, Payrolls, etc 
· Make the personnel aware of their rights as well as make suggestions and recommendation to the Management on how personnel involvement can be improved 
· Obtain and provide Managing Partner with weekly activity report covering all spheres of business – Operations, Finance, Procurement, HR & Stores 
· Ensure apt collection from debtors or initiate legal action where necessary and for this purpose liaise with Lawyers Office 
•Draft & review contracts & agreements such as MoU, Service contracts etc 
· Ensure that the IMS Policy is updated and the company works towards Continual Improvement 
· Represent the Company for ISO Audits by Certification Body & ensure the Company passes the audits with no/minor NC’s 
· Conduct Root Cause Analysis of issues and find Corrective or Preventive Actions. 
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 February, 2010 to March 2012 – Legal Consultant - National Group Advocates & Legal Consultants, Dubai
Worked in a Local Law Firm as Legal Consultant where I reported directly to the Chairman and noted Lawyer, Mr. Ahmed Eisa Odeh.
My duties and responsibilities were as follows:
· Providing Legal Consultations to clients on matters of a civil, criminal, labour nature; 
· Handling and conducting of Arbitration Cases, negotiations or out-of-Court settlements; 
· Drafting and Reviewing of Contracts and Agreements such as Service Agreements, Memorandums and Articles of Association, Partnership Agreements, Legal Notices, etc. 
· Debt-recovery works for clients which included negotiations and talks with clients and their defaulters; 
· Advising clients on HR and Employment Issues; 
· Assisting and advising clients interested in setting-up new Companies in Dubai; 
· Assisting and coordinating the Lawyers with the paper work for any case; 
· Conducting Researches and assisting the panel of lawyers in the dispute. 
 November 2007 to February, 2010 - Administration & HR Manager - Magic Light,
Sharjah
· Place advertisements for vacancies or screen the incoming Resumes for selecting appropriate candidates 
· Carry out 1st stage interview and forward appropriate candidates to the GM 
· Arrange appointments for the GM, book tickets, make travel arrangements etc 
· Collect the time-sheets from foremen and cross-check them 
· Prepare the Monthly pay-roll and get approval of GM 
· Make sure that office supplies and utilities are stocked 
· Proper filing of documents and office-related documents 
 October 2005- October 2007 – Legal Researcher /Consultant - Mohammed Issa
Odeh Advocates & Legal Consultants, Dubai
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Trainings
· Underwent and passed IMS Internal Auditor Training conducted by ROVIS Management Solutions in 2014 
· Trained as Legal Consultant in Justice Advocates & Legal Consultants, Dubai from June 2005 to August 2005 
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IT Skills
 Conversant with MS Office (Word, PowerPoint & Excel) and Internet Applications
	Personal Details
	
	
	

	Nationality
	:
	Indian
	

	Visa Status
	:
	Currently on Father’s Sponsorship
	

	
	
	but seeking Employment Visa
	

	
	
	
	

	Availability to Join
	:
	1 week
	

	Expected Salary
	:
	Aed. 8,000 or above
	

	Driving License
	:
	Valid UAE License (Light Vehicle-Automatic)
	


