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Seeking middle managerial level assignments in Human Resource Management with an organisation of repute. 

SYNOPSIS

· A dynamic professional with 6 years’ experience in various HR Metrics, Recruitment, Training & Development, Administration & Customer service.
· Steering workforce effectiveness with focus on enhancing Training & Development, to derive work efficiency. 

· Proficient in managing complex records, database & reports. Experience in Planning Organizing, staffing and directing training resources / operations.

· Responsible for the training effectiveness index and constant initiative to identify area of improvement and new ways of value addition by way of training.

· Hands on experience in implementing Training plan, Talent Development Process & measuring training effectiveness. 
· Effectively executed responsibilities including recruitment lifecycle, arranging walk-ins & interviews for specific skills based opportunities
· Effective communicator with good presentation, relationship and leadership skills.

· Possess High Levels of perseverance & Zeal for continual learning.

CORE COMPETENCIES

Managerial/Functional
- Administrative Plans / Models
            - New Initiatives



- Management Consulting

- Vendor & Consultant Management         - HR Generalist

                       - Goal Defining

- Decision Making


- Recruitment/Staffing


- Executive Leadership

- Manpower Planning


- Team Management


- Research& Development

- Staff Relationship Management 
            - Review Policies & Procedures
CAREER CONTOUR

Al Fowriya Trading & Contracting W.L.L Doha, Qatar. : July 2012 – Till Date
Executive – Human Resources & Administration
Responsibilities:
· Maintaining the database & attendance of over all 1100 + Employees 
· Coordinating with the PRO for immigration, Embassy attestations and other legal documents

· Prepare budget plan and approval notes for visa related, immigration, government and Labour   

            transactions

· Handle all employment renewal processes

· Ensure that company policies and procedures are properly delivered and complied by the  

            employees

· File visa applications for consideration in case of visa refused

· Keep record of employee benefits in HRMIS System

· Manage proper use of Labour Clearances for employment visa application

· Conduct Orientation for new employees and ensure that joining formalities are properly conducted

· Open new employee record file for new joiner

· Ensure employee reference checks if necessary

· Process air passage, airfare reimbursement, medical benefits, etc. for employees

· Process final settlement for employees and coordinating with Accounts Department

· Recommend and prepare strategies for the improvement of the HR functions

· Check attendance report done before submission to the HR Head

· Revise/recommend new HR Forms and other policies to improve the manpower productivity and   

costing.

· Maintaining & approving the leave application of the workers

· Preparing the offer letters for new Employees

· Preparation of Salary Statement and its documentations

· Coordinating and scheduling the interviews

· Follow up with the selected candidates till he/she joins

· Preparing the offer letters for new Employees

· Issue the Appointment letter, offer letters and relieving letters (taking care of joining formalities 

            and exit interviews)

· Preparing monthly report and reporting to the HR Manager, GM & MD

· Handling payroll system, preparing salary for employees, giving input on leave etc

· Involved in full and final settlements for the resigned & terminated employees
· Preparation and Release of Experience cum Relieving Certificates for Exit employees

Usha Martin Limited, Jamshedpur, India August 2010 – June 2012,
 Coordinator – Human Resources 
Responsibilities:
Pre Recruitment: 

· Scanning and short listing the most suitable CVs for the position

· Conducting primary telephonic interviews to check the candidate’s soft skill and availability

· Calling the shortlisted candidates for written and/or personal round of interview

· Coordinating and scheduling the interviews

· Update daily information and send the Report to HR manager

Post Recruitment:

· Administrating Joining Formalities including verification of documents, file filling & Creating ID

· Coordinating the Induction Process of new recruits with the Senior Management

· Coordinating with the Training Department regarding the Training Program for the new recruits

· Maintained Internal Database of New Recruits

· Coordination with Bank to open Salary Accounts for New Joiners

· Schedule the training sessions with the concerned Training dept

· Follow up with Trainee and Trainer on the progress of training

· Manage day-to-day employee relations' issues such as grievance, policies, salaries, leaves, promotions, transfers, discipline and other performance related matters

· Ensured all personnel records are properly maintained & updated for all employees

· Prepared revision orders including promotion orders

· Taken care of Attendance Management

· Budget allocation for the Organizational Development

· Organization meeting for customer

MIS & AUDITING:

· Pre-Joining follow-up

· Updating details in the Internal Data Base

· Co-ordination with auditing team for different aspects

Employee Welfare:

· Handled medical reimbursement for employee claims

· Employee query redressed through SSD (Smart Service Desk)

· Assisting the resigned employees with regard to F and F processing

· Coordinating with Payroll & Finance team with regard to salary processing

· Demotion/Promotion/Separation action

· Salary revision & Payroll Function

· Re designation action
SMV Beverages, Jamshedpur, India.  January 2008 – June 2009
Assistant – Human Resources
Training & HR Responsibilities:
· Management of service section & Assignments of services

· Service category Association , took the customer feedback & Reference check

· Employee welfare management

· Maintained all official records

· Documentation of Leave Forms and other secret documents

· Preparation of Salary Statement and its documentations

· Coordinating and scheduling the interviews

· Managing & conducting tests for the sources

· Co-ordination between Technical Team & Candidates for interviews

· Follow up with the selected candidates till he/she joins

· Issue the Appointment letter, offer letters and relieving letters 

· Coordination with Bank to open Salary Accounts for New Joiners

· Schedule the training sessions with the concerned Training dept

· Follow up with Trainee and Trainer on the progress of training

· Maintained all Training Records of all the Employees

· Handled Assets Management & Inventory

· Provision of Office Stationery and maintains stock levels and issue details 

· In charge of issuing visiting cards and ID Cards to staffs

· Fixing of Appointments and Conducting meetings

· Day to day Banking activities (Deposits, Withdrawals, Pay Orders, Demand Draft and other statements)

· Administrative Correspondence (Email, Fax, Courier, Post, Telephone calls)
Administration Responsibilities:
· Supporting all employees with their daily operational and logistic requirements

· Manage Work allocation and feedback from subordinates

· Responsible for security & housekeeping of entire facility

· Assist in Post Joining Activities (like access card, phone, visiting cards etc)

· Responsible for Vendor Management

· Responsible for  deciding vendor Service Levels

· Preparation of MIS Reports

· Assisting in formulation admin related policies

· Booking Hotels, guesthouse, Conference Halls 

· Maintaining the database of all the Assets

· Allocation of the Seat No’s to all the seats and tagging of the same

· Allocation of the asset code to all the assets and tagging of the same

· Co-relation of seat no & assets to know the exact positioning of the assets

· Responsible for Festivals, Party arrangement, annual function, Events

· Looking after the cafeteria requirements and different vendor management and co-ordination with    them according to requirements
Educational Qualification
· Master of Business Administration (MBA) in HRM from Kolhan Univ. Jharkhand with 1st Class with distinction
· Master of Arts (MA) in Geography from Nalanda Open University, Patna with 1st Class
· Pursuing PhD on topic (Mining and Socio-Economic change in regional development of west singhbhum district, Jharkhand), from Kolhan University, India
IT Training
· Diploma in Computer Application (DCA) [Apr 2010 - Sep 2010] from RASTRIYE COMPUTER PARISHISHAN PARIYOJNA, Jamshedpur. 
Achievements
· Appreciated by HODs for implementing new ideas in the whole Department.

· Taken Initiatives reduced Attrition level.
· Won Quiz competition in Jamshedpur Workers’ College, Jamshedpur.
· Awarded best Bowler of the tournament (Cricket) College level.
PERSONAL PROFILE
· Effective communication and problem solving skills.
· Effective use of initiative.
· Integrity and transparent honesty.
· Good team player with strong analytical mind.

· Physical and mental alertness. 

· Ability to work under pressure and tight reporting schedule
PERSONAL DOSSIER

Date of Birth: 13 December 1986
Languages Known: English, Urdu and Hindi
Marital Status: Married
Father’s Name: Sultan Shah

Nationality: Indian

