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Mobile +971504753686, +971505905010  
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To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Accomplished Human Resources and administration Professional seeking to continue the use of my professional background in a new area, excited about the challenges, possibilities and contributions to new organizations.
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Profile Overview
· A dynamic professional with 4.9 years of experience in HR Executive functions. 
· Excellent knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits. 
· Extensive experience in employee relations and union avoidance strategies. 
· Good on people skills, strong in managing through influence, strong management skills with effective time and team building skills. 
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CORE COMPETENCIES
	
	Strategic Planning
	
	Leadership Development
	
	Team Building

	
	Operations Management
	
	Relationship Management
	
	Training & Development

	
	Performance Management
	
	Mentoring & Motivating Skills
	
	Accounts Admin

	
	Feedback Consolidation
	
	Overall Records Management
	
	Safety Management
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PROFESSIONAL EXPERIENCE
	AL BATAL INFO VISION RAK, UAE.
	June 2012 – FEB 2013
	HR EXECUTIVE
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Key Responsibilities:
· Implementing & Monitoring  HR policies, procedures and employee relation issues. 
· Preparing monthly payroll reports of absence, new joiners, leavers, transfers, vacation and leave returns. 
· Developing succession plans and retention strategies for key talent and positions. 
· Handling a wide range of HR matters including discipline/ grievance, performance management,HR reporting and assist with the implementation of various HR systems. 
· Preparing offer letters  and process full & final settlement of the employees 
· Reviewing job descriptions for all positions at regular intervals and updating them in consultation with the respective managers 
· Engaging with employees on a regular basis to understand the motivation levels of people in the organization 
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· Maintain records of staff data and ensuring timely renewal /process of  insurance, visa stamping. 
· Approving invoices, cheques, travel and tour expenses, bills and checking this amount timely credited in the employee's account. 
· Conducting employee orientation and facilitating newcomers joining formalities. 
· Preparing reports and presentations. 
	SIGMA GRAFIK SDN BHD, MALAYSIA
	June 2009 – Dec 2011
	HR EXECUTIVE

	
	
	



Key Responsibilities:
· Analyze, plan, manage recruitment programs and the hiring process to ensure that HR service provided meets the needs of company’s business. 
· Recruitment is handled from screening to short listing, and Pre phase recruitment interviews, liaise with various recruitment agencies and formatting the advertisements. 
· Establish a Compensation & Benefits policy based on job evaluations and market analysis. 
· Maintaining database of visa status and Coordinating with PRO. 
· Maintained time and attendance record for office staff & updates of employee database. 
· To assist the new joiners, Conduct HR induction & Documentation. 
· Maintaining personnel files and employee records for reference and assisting other departments by providing necessary employee information, Ensure proper filing of all the relevant documents. 
· Monitoring payroll and inventory systems, tracking expenditures, Reconciling accounts. 
· Motivating employees for better performances and Setting targets. 
· Assist in Wage and Salary appraisals and involve in Policies formulations. 
· Collecting and reporting performance metrics and implementing incentives. 
· Reviewing and approving payables. 
· Retaining employees ,Final statement and exit process of employee. 
· Maintaining a dialogue between team leader and employee to keep performance on track. 
· Coordinating with the travel agent regarding Hotel bookings, Airline tickets & Travel Policy. 
	JASTI BULLEMAI PG & DEGREE COLLAGE, INDIA
	– April 2009
	HR & Admin

	
	
	



Key Responsibilities:
· Ensures that admission processes are completed within the designated time and all documentation is professionally presented. 
· Correspondence with corporate offices (IT Companies) for Campus selection & recruitment process. 
· Establishes and maintains computer records, including recruitment files, payroll, vacation pay, and attendance records. 
· Handling marketing strategy of the college via Print & Electronic Media. 
· Assist the administrative manager in all operational & administrative tasks. 
· Organizing Orientation Programs, seminars and educational tours. 
· Taught various computer science courses including introduction to computers. 
· Counseling Students regarding choosing courses and Career building. 
· Monitoring the Performance of staff & students and Handling Student Internship. 
· Maintain an updated supervisor's calendar/schedule meetings with students and maintain details of the student’s Fee & Pending payments. 
· Coordinate communication between students and management & department heads. 
· Maintain the leave management system, supervise all Administration duties in the College. 
· Preparing letters like warning letters, letter of service, etc. and all letters related to Students & Employees. 
· Betterment of Employer – Employee relationships to motivate and increase the morals of staff. 
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· Prepared the examination rooms as per the Council requirements, assigned the serial numbers. 
· Collected examination papers and sealed the documents as per Council guidelines and instructions. 

ACADEMIA
· Masters Degree in Business Administration (M.B.A), Specialization in HR (Human Resource Management ) (Dr. B .R. Ambedkar University, INDIA ) 
· Master Degree in Computer Applications (MCA), (JNT University in Rajahmundry, INDIA) 
· Bachelor of computer science (B. Sc), (Andhra University in Rajahmundry, INDIA) 

SOFTWARE PROFICIENCY
· Microsoft Office (MS-Word, MS-Excel, MS-Power Point, MS-Access). 
· Oracle 9i, SQL Server 2005. 
· C, C++, VB.Net & SAP-ABAP. 

INTERNSHIPS
· Oil and Natural Gas Company, India– Project work on Employee grievance handling. 
· Gold Fish Holidays Pvt Ltd, India – Project work on Travel Policy and Travel Management. 

AWARDS & ACCOLADES
· Identified as the best contributor of the Training Value Management Team in 2009 
· Represented college in various HR meets 
· Attended various seminars on Best Practices in HR 
· Attended workshops on Personality development 
· Participated in a National Seminar on Human Rights at work. 
	
	
	PERSONAL DOSSIER
	

	
	

	Nationality:
	Indian.

	Languages Known:
	English, Hindi, Telugu and Urdu.

	Marital Status:
	Married.

	Visa Status:
	Residence visa in UAE.
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