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MANOJ 
Manoj.239291@2freemail.com 
Targeting challenging assignments in Human Resource Management/ Administration  with a growth-oriented organization of repute in U.A.E
PROFILE SNAPSHOT

· Asst. Manager - H.R. & Administration with rich and years of experience in:

	Payroll Management 
	HR Generalist /Management
	Training & Development

	Compensation & Benefits                             
	Employee Relations         
	Performance Appraisal               

	Policies Formulation                                     
	Recruitment    
	General Administration 


· Possess sound knowledge of U.A.E. Labour Laws, DMCC/ JAFZA free zone rules, regulations and procedures and awareness on ISO QMS audits, procedures and internal control audits and Risk Register. 
· Rendered counsel in design of “Compensation and benefits structure” to develop and administer the “Grading / point plan” in compliance with Federal & Local laws and in accordance with company policies and Procedures.  
· Proficient in conducting screening / conducting initial HR interviews of prospective candidates & scheduling technical interview with Business Heads 

· Expertise in gauging the effectiveness of recruitment & selection process by conducting Employee Satisfaction Surveys (ESS)
· Experienced in ensuring the development & consistent application of HR/Admin policy, recognition & reward and HR standards across the division
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Mapping skills required for different roles and analysis of the existing level of competencies and identifying different training needs
· Prepared & Monitored Risk Register, KRAs, KPIs, Annual Performance Appraisals to help organizations measure performance and increase productivity
· Skills in maintaining documentation and controls for all HR, Administration, payroll related activities, procedures and serving as the main contact for all HR/Admin & Payroll related issues

· Proficient in supervising & managing the HR functions of mergers/acquisitions and reductions in force including employee communications, severance administration, employee relations & unemployment 

· Successful at motivating staff through clear communication and outstanding organizational skills
NOTABLE ACCOMPLISHMENTS ACROSS THE CAREER

With Gulf Navigation Holding PJSC:

· 2015 - Revised job descriptions and specifications of all 44 employees.
· 2015 - Developed Risk Register for HR / Admin department in consultation with CEO & Internal Auditor, thus leading to eliminating risks  and better control of HR / Admin Processes
· 2015 (February to May) - Successfully managed additional secretarial duties given by MD which included: 1) Venue booking and organizing Annual General Meetings (AGM/ EGM), 2) Liaising with lawyers for EGM/AGM Procedure and for on-going labour and other company cases. 3) Liaison with Registrar, SCA & DFM for compliance & disclosures, 4) Board & Committees meetings coordination
· Led the initiatives which resulted in annual savings of more than AED 200,000/-  and the activities are : 
·  2014 & 2015 restructuring of healthcare (Medical Insurance Wellness Plan) with enhancement in benefits to employees
· 2014 Changed telephone plan & reduced cost by AED 5000 per month with enhancement in benefits to employees

· 2014 & 2015 Saved cost of various insurance covers by properly assessing, restructuring risks plus sourcing, comparing, and evaluating different insurance companies, brokers from the market
· 2014 /2015 Reduced Annual Recruitment Cost by implementing internal in house initiatives such as Employee Referral Program and Advertisement and Sourcing Process
· 2014/15 - Contributed to a reduction of 32% in the response time of third-party services/ benefit providers like DMCCA, JAFZA (Free Zones) Etisalat, DEWA,(Utilities) Group Medical/ Life Insurances, Property management  & so on
· 2014-15 -Scored 76 % positive on the quality, effectiveness and timeliness of HR/Admin support provided to clients on my last year’s 82 key results
· 2014/ 15 - Developed HR Dashboard & Payroll Process which led to better control and performance measurement of HR/ Admin & Payroll Processes, which was finally recognized and developed as a part of HR ERP system ; also co-developed HR ERP System Manual with IT Dept. 
· 2014 - Developed, prepared HR /Admin Budgets and cash flow statements and referred and monitored as a control mechanism and achieving targeted assignments in time
· 2014 - Identified & developed more KPIs (from 3 to 12 KPIs) for better control and evaluations of staff
· 2014 - Implemented Employees Visa Policy which was there but was bypassed /neglected in the company earlier

· 2014 - Revised & simplified 4 existing HR policies such as Annual Travel Allowance Policy, Employees Visa Policy, Employees Holiday Compensation Policy & Employees Leaves Policy 

· 2014 - Identified and introduced 2 new forms and revised 2 forms in the HR policy & procedure which were later recognised  and became part of ISO QMS:

· 2014- New “Candidate Questionnaire Form” in the interview process

· 2015 -New “Visa Expenses Reimbursement Form” for claiming family visa expenses

· 2015 - Revised “Job Description Form”

· 2015 -Revised “Staff Induction Programme Form” (SIP) 

· 2014 - Introduced Biometric Attendance System and implemented the change. 
· May 2014 - Active participation in ”first Arab Maritime Forum under patronage of the Arab League” for all admin support of pre/ post exhibition tasks including, Sourcing of digital supplier for making company’s corporate profile 
· 2014 - Benchmarked minimum requirements for accountant as CA, CPA & MBA for operation’s position
With Micekraftwork LLC:

· 2011 to 2014 - successfully counselled and settled many labour disputes out of court. Liaison with lawyers for labour and other cases of the company 

· 2013 - Collaborated with the new General Manager on a variety of innovative employee engagement initiative
· 2012 - Devised training plan for employees and encouraged them to attend and upgrade themselves 
· 2012 - Devised new HR/Admin policies such as, Telephone Policy, Timesheet /Attendance Policy, and IT Policy for employees etc. 

· 2011 -Achieved a company-record of 16% productivity improvement in Stores operations
· 2011- Received appreciations for daily manpower planning and best allocations of available work force to various on-going project sites and factory 

· 2010 - Established various measures to reduce the absenteeism of the workers
· 2010 - Training satisfaction scored of 9.2 on a scale of 10, which was co-developed with factory manager “Leadership Development” in house training to Supervisors, which resulted in timely and accurately submission of Time Sheets
· 2010 -Re-initiated employee’s Annual Performance Evaluation which had been stopped few years back due to certain reasons

With Al Raqeeb Perfume Industry LLC:

· 2006- 2008, Active participation in “Beauty World Middle East” International Exhibition and trade show organized by “Messe Frankfurt Middle East GmbH”. Actively involved in pre and post exhibition admin and business development tasks.  
· 2008 - Reorganized and updated all employees’ files with indexing and labelling

· 2008 - Organized trip of staff & workers to Khor Fakkan, achieved 100% participation by through planning & efforts
· 2007- Introduced Wage Card Punching System for calculation of wages/ overtime & initiated salaries through bank. 
· 2007- Prepared Organization Chart to define duties and reporting of employees and understanding the company structure

ORGANIZATIONAL EXPERIENCE

Since Nov’15,   - A Leading Financial House in Dubai, as Manager (H.R. & Administration)

(Reporting to MD)

· Leading & supervising a team of 6+ personnel
· Mapped, developed & designed client’s various business processes & services from conceptualization to the most suitable versions. 
· Business processes includes: 
· HR Generalist profile.   

· Accounting & Operations
· Organizational Development  

Since Apr’14 - Aug’15
Gulf Navigation Holding, Dubai as Assistant Manager (H.R. & Administration)

(Reporting to CEO)

Key Result Areas:

· Leading & supervising a team of 6 personnel
· Mapping specifications of key clients & delivered to their expectations; providing solutions to clients for generating avenues for additional business 
· Collecting periodic key performance measurements and maintaining HR metrics for executive reporting related to various strategic and organizational development initiatives

· Independently supervising core HR Generalist profile including Recruitment, Performance Appraisal, Manpower Planning, Training & Development, & MIS for the complete group
· Serving as Single point contact for all HR/ Admin & Payroll related activities of the company
· Providing employee relations leadership and supporting through employee counselling, employee satisfaction, feedback surveys and exit interviews by ensuring compliance to company’s policies procedure, state, federal, local laws and regulations

· Performing research and analysis on strategic executive succession planning, human capital infrastructure retention and knowledge management projects and made recommendations to senior management 

· Managing HR functions pertaining to part-time employees, trainee, interns, campus recruitment, pre-employment process, events and new hire orientation for all locations

· Rendered counsel in design of “Compensation and Benefit Structure”  & implemented in accordance with Grades
· Conducting Salary Surveys/ Analysis of compensation plans

· Developing & implementing HR policies, procedures, strategies, KPIs and Employee Handbook based on clients existing business requirements and providing policy and Labour Law support and interpretation when needed

· Liaising with Immigration, Labour Departments and coordinating with PRO for employee’s passports and visa works

· Interacting with lawyers on legal matters, compliance and disciplinary issues of the organization

· Organising all employees’ welfare programs like recognition and incentives, health and wellness
· Supervising renewal of company’s various tenancies, trade licenses, vehicles registration and all rental & lease matters

· Renewing all types of Insurance such as Directors and Officers, Group Medical/Life, Property, Money, Electronic, Public Liability, and so on 

· Representing the company and liaising with various government and private organisations for company business

Apr’09 - Mar’14

Micekraftwork LLC, Dubai as Manager H.R. / Administration / Accounts 

(Interacted with Project Managers & Supervisors and reported to Managing Director & Financial Controller)

Key Result Areas:

· Leading & supervising a team of 15+ personnel
· Managed payroll of almost 500 plus employees in Excel platform and served as single point of contact for all HR/ Admin & payroll related activities and complaints
· Provided Employees / Labour Relations leadership by ensuring compliance to company policies & practices and federal, state and local laws and regulations

· Defined HR Policies for our clients based on an understanding of the client’s business requirements, existing policies and practices; devised New policies

· Undertook recruitment, training, development and retention of high quality staff; monitored achievement of KPIs to identify and implement training requirements 

· Supported and assisted Project Managers in ascertaining Project costing which includes manpower, materials utilized and administrative expenses

· Complied with legal, contractual or statutory procedures on personnel management such as recruitment, welfare benefits & work contract termination

· Supervised various facilities and fleet of vehicle like office, factory, warehouses, and labour camps including their housekeeping, safety and maintenance

· Ensured renewals of above facilities tenancies, trade licenses, and all types of insurances, rental and lease matters

· Liaised with various government and private organisations such as Dewa, Etisallat, Dubai Court, Lawyers, and so on

· Controlled in-house store’s stock & smooth supplies to factory and managed petty cash and cash flow statement

Apr’06 - Mar’09

Al Raqeeb Perfume Industry LLC, Dubai as Administrator / Sales Coordinator 

(Reported to the Managing Director and Sales Manager)

Key Result Areas: 
· Leading & supervising a team of 4+ personnel
· Managed employee records, files, visa formalities and renewals
· Undertook activities pertaining to Payroll Management and Employees Relations
· Conducted recruitment, orientations, training and appraisal of new joiners
· Coordinated with PRO for Immigration, Labour, Customs, Economic Department Assignments
· Initiated job or project wise accounting, purchase, production and export & local sales administration
· Supervised import and export clearance, documentations, international logistics and communications
· Brought about  international / local procurements and  negotiations and vendor developments
· Allocated factory daily manpower, conducted line planning and preparation, speed & quality control and deliveries
PREVIOUS EXPERIENCE

Jan’01 - Dec’05

Vasa Agency, Kolhapur as Manager

Mar’94 - Dec’00

Ghatge Patil Automobiles Ltd., Kolhapur as Assistant Manager- Sales
Dec’91 - Mar’94

S. S. Mirje & Sons (Godrej Distributor), Kolhapur as Sales Officer

May’90 - Dec’91
Remington Rand of India Ltd., Kolhapur as Sales Representative

ACADEMIC DETAILS
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· M.B.A. (Personnel Management & Industrial Relations) from Shivaji University, D.R.K. College of Commerce, Kolhapur, 
· B.Com. (Advanced Accounting and Auditing) from Shivaji University, D.R.K. College of Commerce, Kolhapur, 
CERTIFICATIONS
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· Certified “Compensation & Benefit Manager” from Carlton Advanced Management Institute USA, done in Dubai in association with Middle Earth Hr
SEMINARS/TRAININGS
· Attended seminar titled as ‘UAE HR forum’ on 9th September 2015 organized by HAYS GROUP, Dubai. 
· Attended seminar titled as “Talent Connect Leadership” on 10th September 2015 organized by KHDA, 
        Dubai, in Collaboration with City Maker’s Blue Team
· Attended Seminar titled as “DMCC KNOWLEDGE SERIES: 3RD EMPLOYMENT LAW BRIEFING”, on 14th October 
       2015 organized by DMCC, Dubai in collaboration with Clyde & Co. 
project–1- Developed a pay & grading structure 
· Objective: Developed and designed a salary structure using point plan / Job Grading, for a “Typical Vessel Owning Company” from “Maritime Industry”, with Job Descriptions, Compensable factors and descriptors in details. 

· Scored High Distinction 
MEMBERSHIP
· Certified SHRM (Society for Human Resource Management) member

IT SKILLS

· MS Office (Excel and Outlook)

· Internet Applications
