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Personal Information


Date of Birth

:  
12th December 1976
Nationality

:
Indian
Current UAE Visa Status
:  
Employment 
Driving License

: 
Valid U.A.E. Driving License
Notice Period

:  
Immediate Joining
Objective: 

My objective is to obtain a senior position in a Human Resources and Administration Department of a professional company that will utilize my managerial, supervisory and administrative skills to fulfill the needs, goals, vision and mission of the company and in turn upgrade my experience while enhancing the company’s productivity and reputation. 
Key Attributes:

· Self-motivated graduate with well-developed operational administrative and IT skills combined with a flexible attitude to work.

· Have knowledge and experience in organizational effectiveness and operations management implementing best practices.

· Provide comprehensive HR and Administrative services to senior managers and staff within the organization.

· Have good knowledge and understanding of the UAE Labor laws that govern to fulfill employment requirements and compliance.

· Excellent computer skills and proficient in excel, word, outlook, and PowerPoint presentations

· Excellent communication skills both verbal and written

· Delegate responsibilities effectively

· High comfort level working in a diverse environment

· Get on well with people at all levels, easily making good working relationships. 
Work Experience:
1. 21st September 2014 to till date
Designation:  Senior Associate - Human Resources and Administration 
Organization: Innovazit Technologies

Innovazit Technologies is an IT solutions company, specializing in providing IT infrastructural and professional consultancy services.
Duties & Responsibilities:

· Manage all the HR processes including recruitment, on boarding, performance management and employee relations. 

· Responsible for payroll management and other benefits. 
· Deal with visa processing as well as issue offer letters and contracts. 

· Provide high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and scheduling meetings.
· Plans and directs the operations of the Human Resources.
· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.
· Works closely with managers, and senior key staff in advising on recruitment and placement strategies, development needs, labor and management-employee relations, classification and position management and other personnel matters.
· Hears and resolves employee complaints and refers more serious grievances to higher authority with recommendations for resolution

· Prepares reports by collecting, analyzing, and summarizing data and trends.

· Protects organization's value by keeping information confidential.

· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.
· Coordinates accomplishment of actions regarding labor relations, recruitment, placement, management-employee relations, grievances and appeals, disciplinary actions, human resource development, position classification, automation requirements, and actions related to employee services.

· Contributes to team effort by accomplishing related results as needed.

· Participates in developing operational plans with senior level managers.
· Report to Managing Director.

2. 26th July 2011 to 31st July 2014
Designation:  Human Resources and Operations In-charge

Organization: Buzz Global FZ LLC

Buzz Global is a worldwide chauffeur driven company providing ground transportation to clients travelling to different parts of the world for business or leisure.
Duties & Responsibilities:

· Responsible for providing support in recruitment, staffing, training and development, performance monitoring and employee counseling.
· Formulate policies, manage daily operations, and plan the use of materials and human resources to improve the operational systems, processes and policies in support of organizations mission.
· Assist in the development of strategic plans for operational activity. 

· Implement and manage operational plans.

· Monitor the operations to ensure organizational goals are met.
· Monitor adherence to rules, regulations and procedures. 

· Delegation of tasks and accountabilities. Establish work schedules. Supervise staff. 

· Monitor, manage and improve the efficiency of support services such as IT, HR, Accounts and Finance.
· Facilitate coordination and communication between support functions. 

· Responsible to handle and resolve daily operational situations and issues and work with the staff to improve customer service.
· Managing day to day processing of accounts receivable and payable and producing reports as requested.

· Administering payroll and employee benefits

· Report to Managing Director.

3. 12th March 2007 – 08th July 2011.
Designation:  HR Administration Executive
Organization: Sonia Co. L.L.C. (Hot Brands International), Dubai, U.A.E.
Hot Brands International is one of the fastest growing food companies, marketing unique range of ethnic food restaurants in both Quick Service and Casual Dining restaurant formats.

Duties & Responsibilities:

HR Generalist
· Responsible for all human resource activities for the company and provide complete support to the HR Administration Head, Managers and staff.

· Provide advice, assistance and follow-up on company policies, procedures, and documentation. 

· Coordinate the resolution of specific policy-related and procedural problems and inquiries.

· Responsible for all human resource activities to include employment, compensation, labor relations and benefits.

· Recruitment: Develop and maintain relationship with employment agencies and other recruitment sources.  Interview job applicants; review application/resume; evaluate applicant skills and make recommendations regarding applicant's qualifications.

· Conduct new employee orientations. 

· Prepare offer letters, contracts of employment and amendments to contracts for all staff. 

· Provide support and coordination to the operation departments.

· Investigating grievances of staff/management, and conflict resolution.

· Educating and implementing company policies and procedures for all staff.

· Co-ordinate and finalize all aspects of staff performance, evaluation and discipline in accordance with labor laws.

Payroll Administration

· Administrator of HR/Payroll Software; Prepare, process and distribute payroll, staffs leaves and end of service settlements.

· Supervising the payroll for the entire staff via WPS (Payroll System).

· Prepare provision reports of Leave salary, end of service benefits and air fares.

General Administration

· Developed database and linked filing system to maintain accurate employee records.

· Administer and update employee file records in order to ensure accurate payment of benefits and allowances.

· Implementation of compensation and benefits.

· Coordinate employee safety, welfare and wellness.

· Facilitate opening of bank accounts for the new employees.

· Arranging accommodation, air flight tickets and all on boarding requirements.

PRO Assistance

· Coordinate with PRO for visa processes and renewals of Govt. related documents. 

· Detailed liaison with the PRO to ensure compliance to UAE Labor Laws.

· Scheduling staff for Medical

· Keeping track of Residence / Labor / Occ. Health Card / Trade License Renewal
4. 15th January 2002 – 15th October 2006.
Designation:   Executive Administrator

Organization: NABA TOURISM & TRANSPORT LTD., Riyadh, Kingdom of Saudi Arabia.

Duties & Responsibilities:
Office Administration
· Performed administrative and general office duties involving works with initiative, independent judgment and discretion in handling delegated administrative details within the framework of established policies and procedures

Customer Support

· Handled customer service & support communications and cultivate the relationship with the customers.

Sales Accounting

· Prepared and verified:

Agent’s sales reports, raised discrepancies, prepared daily sales report, refund reports, monthly sales & remittance statement and monthly inventory report of CVD stock for submission to the principal airlines.

· Prepared monthly agent’s sales summaries and updated all MIS reports and statements along with appropriate charts for principal airlines and for the CEO of the company.
5. 1st March 2000 – 4th January 2002.
Designation:  Junior Faculty cum Machine Room Coordinator 

Organization: NIIT Computer Institute, Margao, Salcete – Goa, India
Duties & Responsibilities:
Junior Faculty
· Instructor for short term courses namely ‘Swift India’, ‘Swift Start’, ‘Swift Jyoti’, ‘Net Weaver’, ‘Net Surf’, etc.

Machine Room Coordination

· Installation of Operating Systems & Software Applications 

· Installation of Hardware (CD-ROM), Printer, Modem, Hard Disk, Network Cards, Sound Cards).

Educational Qualifications:

· Bachelor of Commerce Degree from Goa University- Goa, India (April 2000)
· Honors Diploma in Network Centered Computing from NIIT Computer Institute, Margao - Goa, India.

References: 
Can be provided on request.
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