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	Personal Profile


	
	Personal Data

Date of Birth:    January 23, 1984

Civil Status   :    Married

Citizenship   :    Indian

GCC License: Available
Languages

English, Hindi, Malayalam, Tamil 

	[image: image1.jpg]





	Professional Career


	
	

	Sept 2013 – March 2015 
	Manager HR & Administration

Aerofreight Co Ltd, Doha, Qatar

	
	

	Apr 2010 – Aug 2013 
	Senior Operations Analyst

ANZ Bank, Bangalore, India 

	
	

	Aug 2008 – Mar 2010
	Management Associate

Pantaloon Retail India Ltd, Big Bazaar, Trivandrum, India


	Core Skills


	· Proven ability to trouble-shoot in Human Resource Management and Core Administration through clear decision making and a high level of initiative and good judgement

	· Keen in updating knowledge in known and learning new methodologies of HR
· HR Department Startup

· Staff Recruitment & Retention

· HR Policies & Procedures

· Compensation & Benefits

· Performance Management & Appraisal
· General Accounting

· Employee Relations Management

· Benefits Administration

· Orientation & On-Boarding

· Training & Development

· Quality Assurance & Compliance

Professional Certification
CHRP/CHRM (In-progress)
American Certification Institute, ACI


	Computer Skills           
	Operating System
	Windows
	All versions

	
	Word Processing
	Microsoft Office
	All versions

	
	Staff Management
	PeopleSoft


	Work Experience


	
	

	1.
	September 2013 to March 2015

	Description
	Aerofreight Company Ltd is one of the leading freight forwarding companies in Qatar that provides complete logistic solutions.
Heading the HR & Administration Department with overall responsibility of developing and managing the human resources of entire organization.

	Key

Responsibilities
	· Managing general HR practices such as Recruitment & Retention, Staffing, Performance Management System, Compensation & Benefits, Orientation & On-boarding, Training and Development, Benefits Administration, Employment Laws
· Handling a team of 12 members
· Translating the organizational strategy and goals into an HR strategy and providing leadership for HR management related learning and development
· Developing and implementing OD strategies in alignment with organizational goals
· Managing employee vacation and their departure administration
· Managing employee relations, conflict resolution, employee welfare services and counselling
· Ensuring proper maintenance of all personnel and HR related documents

· Managing labor law and other regulatory policy compliances
· Managing and coordinating organizational grievance system and disciplinary proceedings
· Managing general administration matters of the group company
· Maintaining purchase procedure to ensure smooth flow of purchasing
· Maintaining quality certification in all process levels
· Maintaining service levels and quality parameters
· Conduct regular auditing and maintaining high standards
· Conduct Training for new employees
· Conducting Annual Performance review for the staff.

· Analyse MIS reports



	2.
	Apr 2010 – Aug 2013

	Description
	The Australia and New Zealand Banking Group Limited, commonly called ANZ, is the third largest bank by market capitalization in Australia. Group employs 10,000 people with a presence in the market from 1835.
· Support the business to implement new business initiatives
· Collaborate with other areas of P&CO and PCM in relation to issues

· Work as a Senior Operational Analyst processing International payments

· Analyze current and past trends in key performance indicators including productivity, utilization and work in volumes

· Effective liaison with customers/stakeholders to ensure that common goals are met
· One of the selected PCSS (All hubs) team members who handle sanction related enquiries - mainly relating to payments beneficiary name missing



	Key

Responsibilities
	· Support the business to implement new business initiatives
· Collaborate with other areas of P&CO and PCM in relation to issues

· Work as a Senior Operational Analyst processing International payments

· Analyze current and past trends in key performance indicators including productivity, utilization and work in volumes

· Effective liaison with customers/stakeholders to ensure that common goals are met
· One of the selected PCSS (All hubs) team members who handle sanction related enquiries - mainly relating to payments beneficiary name missing

· Co-ordinates with Product team, Settlements team and Sanctions team to process or reject any beneficiary name insufficient payments
· Drive initiatives aimed at reducing operational risk/losses across P&CO.

· Represent BU in meetings as required
· Present a reasoned point of view within meetings

· Develop risk mitigation strategies for new initiatives & processes
· Escalate and communicate any incidents which impacts production to relevant teams/stakeholders


	3.
	August 2008 to March 2010 

	Description
	Pantaloon Retail India Ltd is a leading multi-format retailer and a leader in sustainability and employment opportunities. Group employs 10,000 people with a presence in the market from 2001.

	Key

Responsibility
	· Worked as a part of accounts team to resolve the pending payment issues of vendors
· Suggested concept of one invoice for one GRN to make procedures of accounts division more precise
· Worked as a lead in accounts section for purchase returns and settlement across various sections of the store
· Worked in Replenishment by placing indents at the right time considering the sales trends and future requirements
· Vendor management to ensure adequate fill rate
· Provide feedback to the B&M team for promotions
· Worked on customer feedback and customer service
· Responsible for assisting the marketing manager in planning, selling products and coordinating the promotional events and campaigns
· Avoid stock outs by placing indents at the right time considering the product’s shelf life, sales
· Built and maintained relationships with the customers


	Educational Qualification


	
	
	

	Masters in Business Administration
	2008
	University of Calicut, Kerala, India

	Bachelor of Commerce
	2005
	University of Calicut, Kerala, India


	Key Strengths


	· A Logical thinker, with a positive attitude and good organizational skills

	· Accustomed to working under pressure on fast track operations in time scale and budget

	· Self motivated and keen team player

	· Experienced in working with teams and projects with stringent time frame

	· Reliable and dependable for commitments made


	Interests


	Photography, Travelling, Team Sports and Music.


I hereby declare that all the statements made here are true, complete and correct to the best of my knowledge and belief.

United Arab Emirates                                                                                          
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