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Senior HR Professional
HR professional with more than 10 yrs of experience in all HR functions. Skilled multi faced HR professional with core competency in handling Performance Management and Compensation and Benefits; also ample hands on experience in all HR functions.
Core Strengths
· Recruitment 

· Quick learner, with strong analytical and problem solving abilities
· Proficient in MS office suite, strong excel skills
· Payroll Administration
· Employee relations

· HR polices


· Documentation skills
· Labour law compliance

· Employee grievances  handling

Brief Work Profile
	Organisation
	Duration

	Servtech Technical Services LLC , Dubai, UAE
	19 September 2012 To 30 June 2015

	Consent LLC , Dubai, UAE
	15 August 2004 To 28 May 2012

	International College of Science and Information , Bangalore 
	January 2004 To June 2004

	Sathya Hospital, Bangalore – India 
	November 2000 To December 2003


Educational Profile
	Degree /Course 
	Board/University

	Bachelor of Arts (Economics)
	University of Kerala





Detailed Work Roles

	Organisation: Servtech Technical Services LLC , Dubai

Designation: HR Incharge
Duration: 19 Sep 2012 – 30 Jun 2015


· Recruitment for assigned department, coordinate recruitment activities through sourcing, screening and short listing CVs, conducting interviews. 

· Assist management in daily operational activities of the HR Department 
· Prepare offer letter and coordinate joining and on board formalities

· Conduct orientation program for the new employees 

· Supporting line managers for overall performance management process
· Assist in handling employee relations and responsible for approval of claims, loans, salary advances, ticket claims, and other letter of request as per company policy
· Maintain all office correspondence

· Responsible for monthly new employee confirmation appraisals and  annual appraisals
· Monitoring monthly attendance, prepare and maintain yearly leave plan
· Update and maintain  Personnel records (hard & soft copy)
· Maintain records of attendance, personnel transactions such as new hire, transfer, termination, leave, absence, benefits deduction etc 
· Prepare and maintain monthly records of employee information, leave / final settlement
· Coordinate with accounts for employee related issues.
· Coordinate yearly employee evaluation and salary revisions   
· Handling visa renewal, new visa , and visa cancellation  formalities
· Prepare salary certificate, NOC, and HR communication such as Memo etc
· Provide management with monthly statistical HR Reports 

· Manage day to day administrative duties

· Handling Bank cards for salary transfer and medical insurance management  

· Review and update HR policies and procedures in accordance with UAE Labour Law and best practice

	Organisation: Consent LLC, Dubai - UAE
Designation: HR / Admin Assistant 
Duration: 15 August 2004 – 28 May 2012 


HR Assistant 

(April 2007 – May 2012)

Duties and Responsibilities 
· Maintain and ensure employee files are up to date with relevant documents 

· Update and maintain employee leave records and submit the information to accounts

· Prepare monthly payroll inputs and assist employees on all HR requirements 

· Prepare leave salary, final settlement and related documents

· All HR administrative functions and other tasks assigned by the management
· Conducts HR qualifying interviews based on the job requirements and assessment of the candidate’s experience, education, personality, and suitability to the role at hand

· Assists PRO and visa processing team in ensuring all documentation needed for visa and labour approval processing is provided by the candidate in a timely manner 

· Prepare job offer letters and coordinates joining and on board formalities
· Monitor, update and safe keep of employee records / information

· Responsible for issuance of health insurance cards for all staff and their dependents, lost card request, claim processing, deletion of cancelled staff and assist in the despatch of cards to the staff members

· Assisted in the renewal of medical policy and ensure that updated member lists are maintained

Administrative Assistant 
(August 2004 – April 2007)
Duties and Responsibilities 
· Working closely with the HR Department with matters relating to recruitment, leave, travel, medical, government permits and employee service certification for banks, immigration, embassies, monitoring staff attendance and maintaining personnel records 

· Assist with providing professional reception service to clients and visitors

· Attending all incoming calls, screen, take messages and forward to the concern person

· Managing incoming and outgoing mails, courier and shipments
· Receiving and checking all invoices from suppliers and forward to the concerned department 

· In charge for all company vehicles and custodian for vehicle’s keys and maintaining records

· Responsible for purchasing all office requirements and preparing LPO

· Monitoring stationery and pantry items

· Assisting work required from the accounts department like preparing all the expenses, telephone and DEWA bills reports

· Assisting for all office correspondence 

· Maintain proper records for employees and PRO files

· Timekeeping for all the employees daily attendance by TAS

· Handling bank application and salary ATM card issues 

· Management of mediclaim & Personal Accident  insurance 
· Coordinating fresher induction program  

	Organisation: International College of Science and Information, Bangalore - India
Designation: Office Assistant
Duration: January 2004 – June 2004 


· Ensure smooth running of the office by efficiently managing and schedule for all necessary appointments 

· General executive secretarial functions of answering calls, receiving visitors, receiving, answering, distribution of mails internal and external and follow up for timely action or response with all departments heads 

· Responsible for arranging and coordination of maintaining admission, examination, and mark list records.

· Handle routine work, tasks, and issues arising in the office independently
· Arrange in organizing periodic staff and students social activities

· Maintaining Employee data bank
· Personnel Administration (updating/ maintaining personnel information and maintenance of personal as well as official records of students and employee, etc.)
· Maintenance of Leave register

· Maintenance of Attendance registers

· Completion of joining formalities (Preparing Induction Programme schedule, Verification of certificates with the proofs provided, issue of ID cards, etc.)

· Maintenance of files and records
· Day to day administrative duties
	Organisation: Sathya Hospital, Bangalore - India

Designation: Office Assistant

Duration: November 2000 – December 2003 


· Handled incoming calls and queries and maintained supplier correspondence files

· Day to day administrative duties
· Prepare Employee time sheets 

· Preparation of invoices, handling of petty cash

· Maintenance of all files and records 
Computer Skills

· MS Office (Word, Excel, PowerPoint, Outlook, etc.), working experience in Google docs
Other Relevant Skills & Achievements
· Ability to manage time effectively by prioritizing, forward planning and organizing day to day work and projects 

· Excellent interpersonal and customer service skills with well developed listening and observational abilities essential in dealing with staff issues.

· Have received appreciation from Senior Management for providing timely reports.
· Received appreciation from Senior Management for effective coordination and execution of the Company policies on base level 
· Strong team player and relates well with people of diverse nationalities and multicultural background 
· Often appreciated for effectively managing key responsibilities
· Excellent command over English (both written & oral)
Personal Details 
	Sex
	:
	Male

	Date of Birth
	:
	11th May 1978

	Marital status
	:
	Married

	Nationality
	:
	Indian

	Visa Status
	:
	Employment ( Notice Period)

	Driving Licence 
	:
	UAE and India 

	Languages known
	:
	English, Hindi, Malayalam and Tamil


Reference s
Available on request
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