Gulfjobseeker.com CV No: 1438860
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

        http://www.gulfjobseeker.com/feedback/contactjs.php
Educational Qualification
Masters Diploma in Business Administration in Human Resources Management from Indian Institute of Advanced Management Training & Research Ponda Goa, India.
Bachelor of Science in Physics from Government College of Arts, Science & Commerce, Quepem, Goa.
Professional Experience

From 8thJan2015 to till date, Century Hotel Doha, Qatar,as Human Resources Officer.
Established Duties & Key Result Areas

Managing administrative and human resources matters, responsibilities include interviewing, hiring, training new and existing employees.
Preparing the visas and tickets for overseas employees

Coordinating with the PRO in scheduling medical, fingerprinting and processing of Residence Permit for all the staff.

Maintaining personnel files of employees in compliance with applicable requirements and keeping staff files up to date.
Maintaining and monitoring expiry dates of the hotel’s licenses and insurances.
Maintaining attendance records of employees.

Processing of Payroll.
Coordinating all exit and visa cancellation procedures.
Coordinating with the head office for the application of change of sponsorship and work visa change related issues.

Updating Visa status / Pull out Visa Status.
Monitoring and making sure that all Food Handling Certificate for all the food handlers in the hotel are up to date.
Arranging for Staff accommodations.
From July 2, 2014 to December 1, 2014, Park Hyatt Goa Resort & Spa as Human Resources Officer.
Established Duties & Key Result Areas

Administration

Providing smooth and efficient administrative support in the Human Resources Department byassisting the Human Resources Manager and Director of Human Resources in the planning,

coordination and implementation of all office administration of the Human Resources Office.

Responsible for the security and upkeep of personnel files

Coordinating and administering all paper flow within the Department

Ensuring that personnel records are maintained accurately and efficiently.

Preparing a monthly vacancy report.

Operational

Assisting in making sure that Employee Facilities are maintained to Hyatt International's highstandards of operation.

Assisting with the development, implementation and administration of employee relations, benefit andcompensation, and recruitment programs.

Maintaining all applications, screen and interview applicants suitable for positions.

Carrying out recruitment activities, prepares and posts vacancy announcements.

Contacting applicants for screening interviews.

Screening applications and resumes.

Interviewing candidates when necessary and refers suitable candidates to Department Heads.

Preparing letters of offer to new hires.

Checking and documenting applicant references.

Assisting with the coordination of the employee recognition programmes.

Personnel

Assisting to ensure that all employees are treated fairly and consistently as outlined in their terms andconditions of employment, local legislation, and company/hotel policies and procedures.

Ensuring a strong professional relationship with all levels of employees within the hotel.

Ensuring that all employees have a complete understanding of and adhere to employee rules andregulations.

Conducting Exit Interviews for all resigned employees if necessary and provide feedback to thePersonnel Manager.

From July 2009 till June 2014 with Vivanta by Taj, Panaji, a unit of TajHotels, Resorts & Palaces as Human Resources Supervisor.
Established Duties & Key Result Areas

Recruitment & Selection

Sourcing and coordinating Junior level Recruitment thereby handholding the prospective candidate through the entire recruitment process.

Ensuring that an individual is guided right from the Pre-recruitment stage to the Full & Final settlement, at separation.

Creating a back-fill on a regular basis to ensure immediate replacement to existing vacancies.

Wage, Salary & Day-to-Day Administration

Personnel administration of all employees on such matters as appointments, terminations, leave, reimbursements and payments in accordance with the Company Policy.

Independent initiating, updating and tracking Payroll process right from attendance to closing Payroll and reconciliation with the accounts department

Abiding by the Labour Laws of the respective state in terms of minimum wages and ensuring that the rules and regulations therein are practiced.

Prepare HR Monthly Reports, Manpower Report analysis, Exit Analysis, 

Coordinating Town Hall Meetings and analysis.

Coordinating with team members on Employee Relations, Statutory regulations, Staff welfare, staff facilities, redressing staff issues at work, Loans & advances, Medicals etc.

A part of the Staff Annual Day Committee 
Separations

Ensuring full &Final closure of all related aspects during employee separation.
Creating a back-up of left employees for future need in recruitment
Statutory

Ensuring that all returns are submitted to the concerned labour/apprentice/PF/ESIC inspector/official as per timelines identified by the law-of-the-state

Ensuring that all salaries are in line with the Minimum Wages Act

Updating required information on labour notices and practices in employee areas to create awareness
Liaise with labour inspectors and officers on labour matters as and when required
Computer Knowledge
Web Technology Curriculum from National Institute of Information Technology (NIIT), Curchorem, Goa, India. (2004).
Personal Details
Date of Birth


:
December 23, 1985

Marital Status

:
Married
Nationality


:
Indian

Passport Validity

:
1-Jan-2018

Visa Status


:        Tourist Visa 

Languages Known

:
English, Hindi, Konkani, Marathi
Hobbies


:
Travelling & Playing Football & Cricket 

