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Highly talented and  qualified MCA professional with 9+ years of progressive career in the Construction, Software and the service industry in UAE & India. Possess experience in Office Administration, Site Office administration, Recruitment, Employee Grievance Handling, Performance Appraisal Management, Training and Payroll & Compensation. Capable to manage the HR System within set budget and time frame as well as effectively prioritize job responsibilities. A dedicated leader who have a keen eye for detail together with analytical, organization, team building and time management skills. And  to become a success factor for an organization in achieving its mission and objectives by contributing my professional skills, competence and diversified & extensive exposure while seeking long term career with optimum growth
                                                                                                                                                                 

· Able to prove confidently my worth to manage all kinds of job related to my qualification and experience.

· Excellent communication skill and typing speed in English.
· Over 5 Years of IT enabled services Experience and working in Business Applications.

· Over 10 years of HR experience in which 6 is in UAE.

· Command over Database SQL Server.
· Operating System knowledge in All Windows Edition.
Career 
· November 2013 – August 2014

 Worked as senior Senior HR and Admin Officer for Al Reyami Equipment Rental.

· October 2008 – October 2013
Worked as site HR and Admin Officer and HR Administrator in KEMPE ENGINEERING, EMAL,   AbuDhabi and Ras Al Khaimah.
· July 2006 – September 2008
 Worked as a HR Officer and senior customer care representative trainer at ARAMEX International - DUBAI.
· January 2005 – April 2006

    Worked as a customer service team leader/ Trainer in Transworks (Adithya Birla Group).
· July 2003 – December 2004

       Worked as an indexer and proofer and later took over the responsibilities of a recruiter, 

HR associate and payroll supervisor in HEALTH OFFICE, a Medical Transcription

       Company at Sanjaynagar, Bangalore.

· December 2002 – May 2003

Worked as a Consultant Software Trainee for InfoTech Global India Ltd, Bangalore.

Academic Qualification 

· Pursuing MBA – Human Resources from Bharathiar University, INDIA.
· Certified HR Professional from American Institute of Business Management.
· Master of Computer Applications from Bharathiar University, INDIA.
· Bachelor of Science [Physics] from Kerala University, INDIA.
Technical Skills

Application Servers                : Apache Tomcat 4.1.

RDBMS


  : SQL Server 2000, AXAPTA, ERP Systems
Server Side Programming      : Java Servlets, JSP, JavaBeans.

Client Side programming       : HTML, JavaScript

Operating System                   : All.

TRAINING COURSES:
	

	· Programme For Upcoming Managers 

· Team Building Talent Hunt Programme

· Personality Development Programme        
	 2007

           2005

           2004


Projects Undertaken

AL REYAMI CONSTRUCTION EQUIPMENT RENTAL

· Spearheading strategic policy formulation for the smooth running of the organization. 

· Coordinating manpower planning, recruitment, selection, induction and socialization activities in the organization. Overseeing the implementation of corporate policies in the organization. 

· Facilitating open communication channels in the organization to promote openness and transparency across hierarchical levels. 

· Implementing staff welfare policies with key focus on enhancing employee motivation. 

· Ensuring optimum and effective utilization of funds in providing congenial work environment and basic amenities in the work premises. 

· Effectuating HR systems for improvement in employee communication, employee retention, grievance handling, counseling, performance improvement and discipline.

· HR administration – Personal files, Leave management, Annual ticket reimbursement etc
· Employee Medical insurance and Payroll management.
· Handling new employee paper work, termination process with full and final settlement as per  labor laws.
· Plan and manage recruitment and selection of staff. 

· Plan and conduct new employee orientation. 

· Identify and manage training and development needs for employees. 

· Develop and implement human resources policies and procedures. 

· Administer HR policies and procedures.

· Administer compensation and benefits. 

· Benchmark compensation and benefits. 

· Implement and monitor performance management system. 

· Handle employee complaints, grievances and disputes. 

· Administer employee discipline processes. 

· Conduct exit interviews.

Maintain knowledge of legal requirements and government reporting regulations affecting HR functions
KEMPE ENGINEERING (RAK) LLC
Responsibilities:

KEMPE Engineering is an Australian Engineering company with offices in Abu Dhabi, Dubai and huge workshop in Ras Al Khaimah. We manufacture and install huge Aluminum smelting machineries. In UAE, we have done it for EMAL, Abu Dhabi and DUBAL, Jebel Ali. Being an HR Manager, I used to recruit people based on their skill sets and experience. The site was based in Taweelah, Abu Dhabi and it was under EMIRATES ALUMINIUM SMELTER COMPLEX (EMAL). My job responsibilities at the site were: Conduct HR induction for employees and keep a record of each and every document of an individual. Arrange all documents to have a site access badge for all employees. Make sure that the timesheets are maintained on daily basis. Coordination with Payroll team to transfer salaries on or before 1st of every month. Arranging site safety inductions for employees and manage the appropriate documentation as per the EMAL site safety rules. Oversee all works done by the HR team which consists of four members. Provide all necessary updates and information to Regional HR Manager on timely basis. Arrange accommodation and food for employees at site. Keep a track of their illness and taking care of them as and when required. Attend all grievances of employees in terms of job risks, accommodation and food. Giving timely instructions to the camp boss who manages the camp to ensure a smooth life at the accommodation premises. Provide guidance to the PRO in helping him get visas and attend meetings with the Government departments if necessary. Making sure that all job duties of personnel are done and ensure the smooth running of the project. 
After the project was done, I was mobilized to Ras Al Khaimah, our head office in UAE, where I was handling the below duties at our RAK Office, workshop and sites in DUBAL and EMAL. This was more of a senior executive/ Administrator role. The workshop consists of a full fledged fabrication unit and a machine shop. Being here, I was handling the following duties. Our company in Ras Al Khaimah is under the RAK Investment Authority (RAKIA). Hence I am well versed with all the correspondence, rules and regulations of RAKIA too.
HR DUTIES AND RESPONSIBILITIES

· Handling the recruitment for the company within UAE and abroad.


· Handling the grievances of the employees.

· Handling the training and personality development of all the employees

· Handling the documentation of employees regarding their visas, Work Permit, Driving License, Passport renewals, Medical Cards etc.

· Excellent knowledge of UAE labor laws.

· Handling appraisals, retention and conduct performance evaluation periodically.

· Handling Vacations, Exit & Re-Entry of employees.

· Handling Payroll & Compensation.

· Handling Casual Employees.

· Handling the documents of all vehicles and equipments and its renewal and updations.

· Handling the accommodation of all the western expats.

· Handling all the affairs between employer & employee.

· Advise management on areas of deficiency, suggesting improvements and following up to meet international standards.

· Work together and manage a 7 member HR Team including the PRO.
· Build company policies and procedures and monitoring the same.
· Maintaining the labor camp in an excellent condition.
ADMIN DUTIES AND RESPONSIBILITIES

· Have discussions with real estate agents to arrange accommodation for western expats and following up with their maintenance issues if required.
· Ensure timely payment of all accommodations under the name of the company.

· Manage the company Etisalat postpaid connections of all employees and ensure timely payment.

· Monitor the office stationaries requests weekly.

· Handle all vacation, repatriation and transfer related air tickets through travel agents.
· Handle the drivers so that the desired job is completed on priority basis.

· Maintenance of company vehicles.

· Handle all necessary documents for company lisence renewals.

ARAMEX Emirates LLC

Responsibilities:

ARAMEX is a global transportation solution with a service of door to door pickup and delivery.
We had around 5000 employees at the Dubai office. I had worked as an HR Officer in the company. My responsibilities in here were

· Recruiting and staffing.  

·  Oversight of all aspects of staff performance evaluation, progressive discipline, mediation of staff disputes and grievance procedures in accordance with state and labour law.

· Fully controls a team of Human Resources Executives with various jobs allocated for each person.

· Handles and directs all sorts of in-house recruitment.

· Thorough knowledge in employment law, compensation, organizational planning, organization development, employee relations, safety, training, and preventive labour relations.

· Operating and updating centralised data base on Human Resource Management System (including monitoring of employee attendance records, vacations, sick leave and termination of employment, deductions, bonuses and allowances)

· Job Organization and Information

·  Performance management and improvement system.

·  Employment and compliance to regulatory concerns.

·  Employee orientation, development, training, employee relations, services and counseling.
· Compensation and benefits administration.

· Arrange appropriate training in job skills, Ensure that accurate job descriptions are in place

· Provide advice and assistance with writing job descriptions

· Provide advice and assistance when conducting staff performance evaluations

· Identify training and development opportunities, Organize staff training sessions, workshops and activities

· Process employee requests for outside training while complying with policies and Procedures

· Monitor staff performance and attendance activities.

· Monitor daily attendance, Investigate and understand causes for staff absences.

· Recommend solutions to resolve chronic attendance difficulties.

· Provide basic counselling to staff who have performance related issues.

MONSTER RECRUITMENT SERVICES
Responsibilities:

Initially I was a part of the customer service team. I used to provide efficient and approximate solutions to US customers of MONSTER – a recruitment site. Later I was promoted as the team leader for a batch of 40 members. I used to help them with the training, had client contacts, attended calls from US Client support people and performed presentations if necessary. I also used to manage their attendance, which was then sent to the HR team to generate the payroll. Later according to my experience, I was also promoted as HR associate and technical recruiter where I was given the responsibilities of resume search; contact the right candidate and schedule interviews. I gave the selected candidates training as I was aware of the methods, a customer should be treated. Later due to suitable reason, I was given the responsibility to maintain the attendance and payroll software’s. I have a typing speed of 35 – 40 wpm. I was also a member of the committee, which conducted the quarterly, half yearly, and annual day celebrations and recognized talents from the company in terms of hard working, dedicated and excellent agents.

I also was the program organizer of the cultural and sports events of the company.

HEALTH OFFICE INDIA Pvt Ltd 

Responsibilities:

This was a medical transcription and coding company that recruited me as an indexer. We basically were supporting 2 famous US hospitals GES and NGHS. The patient’s scanned reports would be sent to us through the Internet and I used to index the patients data into 2 databases. I had to key in the service number, patient number, patient name and other details of the patients, which were necessary for coding. Later I was promoted as the team leader and was promoted as HR coordinator. Here I had to maintain attendance of the employees working in the office and their overtime duties had to be assessed. I was given the responsibilities of taking feedback from employees weekly about the infrastructure and schedule for a meeting with the higher level associates and discuss the pros and cons, which each employee was facing. A decision would be taken and I was the in charge to get the new policies to work in the right way. Later I was also given the responsibility of a technical recruiter, which was another line of business in our own office. We used to recruit people for our clients in India.

Online Auction Management System

Environment             : JSP, Tomcat 4.1, HTML, JavaScript, SQL Server 2000.
Client                        : InfoTech Global (India) Pvt Ltd. Bangalore.

Role                          : Team Member.

Responsibilities        : Coding application logic, system testing and system documentation.

               The project entitled "Online Auction Management System" was designed and developed for InfoTech Global India Limited, Bangalore. The Web Based Online Auction Management System is mainly aimed to provide an online mechanism for buying the products needed according to one’s financial conditions and bid for the product according to ones satisfaction. Here the bidder must first register himself and then choose the product he needs and fix or key in the price and set a time and submit. Within his time if anybody come and bids it higher than the first guy will be notified through an email. If no one has bid higher than him in his given time then also an email is sent to the person saying that he can collect the product by paying cash. 
Strengths        

  ·     Good grasping power.

     ·  Good interpersonal skills.

     ·  Good oral and written communication skill.

     ·  Excellent Customer service skills.

     ·  Willingness to learn.

     .  Excellent team player.

     .  Proficient in MS Office package.    
  Extracurricular Activities

                . Participated in School and College level Cricket and Football and also represented the       company both in India and in UAE.
                               . Participated in School and College level Cultural Activities.
                    Driving License
                         Holder of valid UAE and Indian Driving License.

Personal Details 

Date of Birth

         
 :  26-04-1980

Sex


          
 :  Male

Languages Known   
 : Able to speak, read and write English and Hindi fluently, besides                   

    speaking knowledge in Malayalam, Tamil and Kannada.

I hereby declare that all the information stated above is true up to the best of my knowledge and belief.
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