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Career Objective

To pursue a career in the field of HR, where my role provides me an opportunity to utilize my education, skills and knowledge to support building organizational capabilities and facilitate its growth.

Academic Qualifications
· Completed Human Resource Business Professional (HRBP) from HR Certification Institute in March 2015.
·    Completed Executive Masters in Human Resource Management (EMHRM) from XLRI Jamshedpur in December 2012.

· Graduated with First Class Distinction in Bachelors of Management Studies (B.M.S) from Mumbai University in June 2010.

Work Experience

1. OCSHI Solutions & Services 

HR Officer                                                                                  December 2014- June 2015
Primary Roles and Responsibilities

· To ensure that all the company policies are in place by creating and implementing in accordance with Tecom Free Zone / UAE Labour Law.
· Recruitment process in terms of planning, contacting agencies, interviewing candidates, reference checks, preparing offer letters, induction and managing the generation of necessary paperwork for employment and the personal employee files in line with company policy.

· Attend to any complaints made by employees, ensuring that the issues are dealt with correctly and in line with the company policy and organizing team building events such as a company dinner and days out.
· Managing all HR Administration work such as review and update all the company forms, distribution of correct timings for appraisals and training schedules update the organizational chart, leave registers, cancellations and so on.
· Supervision of PRO to ensure that visas, medicals and visa stamping are processed properly, maintaining a database of upcoming renewals for visas and submit the cost for the renewals to the finance and update the company on new UAE labour laws
· Delegate and ensure Performance Appraisals are done for each individual, identify the needs and rectify the shortcomings.

· Identify and implement HRIS to smoothen the flow of work and reduce the use of excel sheets.
2. Otis LLC, Dubai-UAE (Temporary)



April 2014-November 2014
HR Officer

Primary Roles and Responsibilities

· Handling the pre and post recruitment of candidates from different recruiting agencies, doing reference checks, issuing offer letters, conducting inductions and so on.
· Liaising with the PRO for new visas/renewals, work permits, and any government related issues regarding employee appointment.
· Maintaining training records for the Service and FOD employees.
· Invoicing vehicle data from different rent a cars end of the month.
· Preparation for various letters in terms of NOC, STL or cancellation for the employees.

· Coordinating with the insurance company for employees insurance cards, cancellations, reimbursements etc
3. Acer (ME) Ltd, JAFZA- UAE                                                                        June 2012-March 2014
HR Assistant
Primary Roles and Responsibilities

· In charge of implementing E- learning programs for training and development for all the Acer employees across the globe.

· Managing relations with corporate E-learning institutes like MAGE, TIS, Blue Apple to develop a better understanding for HR eLearning solutions.

· Worked on HR policies and implemented the change in Acer Group.

· Assist on various countries' organization charts with reference to the hierarchy of the region's President to the BU units for Europe, ME & Africa (EMEA)

· Worked through the process of change in Acer from the "core values" to the "brand values".

· Inculcated Acer competencies into Performance Effectiveness Management System (PEMS)
· Assisted in CSR coordination and analysis in CSR (CR & GHG) to facilitate sustainable business operation.
4. Compusouk LLC, Dubai- UAE                                                  November 2010 –December 2011
Admin & Logistics Executive

As an administrative executive I handled the Documentation, Logistics & General Administration of the organization.

5. Worked as a part time employee in Rainbow Travels Ltd, Mumbai for 2 months.

6. Worked as an intern in Emirates NBD for a month.
ACTIVITIES
· Been an active Class Representative (CR) for my Master’s program.

· A regular participant of the Shiamak Davar Institute of the Performing Arts (SDIPA)

PERSONAL DETAILS
Nationality
: Indian

Visa status
: on Father’s sponsorship

Date of Birth
: 29/05/1988

Driving License
: Valid UAE driving license
Linguistic Ability: English, Hindi and Gujarati.

Status

: Married

