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Certified HR Professional CHRP (ACI, USA) / Recruitment

PG Diploma in Business Management / BSc. Degree
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248249@gulfjobseekers.com 
CAREER

OBJECTIVE

EXECUTIVE

SUMMARY

AREAS OF

EXPERTISE

EMPLOYMENT

SUMMERY


Mr. JITEN

[image: image2.jpg]



Certified HR Professional and Recruitment

PGD Business Management, CHRP (ACI, USA)

[image: image3.jpg]



Seeking responsible & challenging assignments in a progressive organization where best of my potential, experience & skills will significantly contribute to the overall success of the organization.
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
Certified Human Resource Professional CHRP (ACI, USA) with more then 7years of experience in Human Resources Management & Recruitment.


Over 5 Years in UAE and India (2. Years), combination of in house, in consultancy and overseas recruitment for Doosan Heavy Industries & Construction projects’ bulk hiring of manpower across all levels of executives, engineers, skilled & unskilled workers, Welders. Heavy equipment operators and catering staffs.


Meticulous knowledge of key skill testing for blue & white collars .


HR Metrics & Analysis, strategic planning, policy & procedure and directing for administrative affairs & support. Experience in handling all gamut of HR functions- HR information management, employee relation & grievances handling, new employee training & orientation, Payroll, Performance management.


In-depth knowledge of UAE general labour law and application.
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
Job Analysis and Design, Recruitment, Succession Planning.


Relationship & HRIS management, HR Policies & Procedure.


Training and Development , Performance Management


Salary , Leave , Compensation & Benefits Administration


Customer Service Management


UAE Labour Law and Application

Recruitment Manager/ HR

Probank /Doosan Heavy Ind. and Const. Co, Dubai (UAE), HQ- South Korea - June 2012 to till now.

HR Asst. Manager

Probank/Doosan Heavy Industries and Construction Co, Dubai (UAE) -
July 2010 to July 2012.

HR Coordinator

Al Jabal AL Aali Retail Sales & Supplier (FMCG),  Sharjah (UAE)
July 2009 to June 2010

HR Executive:

India Infoline (Financial Sector), Shillong, HQ Mumbai - (India)
Oct. 2007 to June.2009

WORK

EXPERIENCE (1&2)

July 2010 -
till date


PROBANK/DOOSAN Heavy Industries & Construction Co, Dubai, UAE.
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Company Profile : Doosan Heavy Industries & Construction Co., Ltd., a subsidiary of Doosan Group, is one of the largest Korean heavy industrial companies and construction. Established in 1962, expertise in the field of Power and Water plant construction. The Company’s major activities are in construction of power & water desalination plant & Heavy equipment’s rental across the middle east. (www.doosan.com)/

(www.eprobank.com)

Recruitment Manager/ HR  at Dubai Office. Reporting to Managing Director (M.D) / General Manager.

The overall mission is to manage Human Resource Department and recruitment of require manpower for middle projects strategically, tactfully and smoothly.

ACHIEVMENT : Under the Korean Management


Independently handled bulk recruitment of 3000 +employees ( blue and white collars ) for whole 4 – Projects. Conducted many interview in UAE & Overseas –Sri Lanka, Philippine, India, Pakistan, Nepal Etc.


Re -designed and implemented a new strategy in recruiting overseas manpower & Implements effective salary negotiation strategy that resulted to reduce 20% cost of manpower recruitment.


Conducted Work Keys Skills Testing leading to hire Engineers & support Staffs Civil, Mechanical & Electrical, Foreman, Heavy equipment operators & driver. General Admin. Etc.

Key Responsibilities Area:

R E C R U I T M E N T


Managed the entire recruitment process Prepare financial costing in associate with new opening and Legal Documents and compliances for oversea recruitment.


Analyst job requirement, Draft job descriptions. Advertising openings, Sourcing and Short listing of CV’s.


Arrange key skill test and conduct Interview for initial assessment, negotiation of salary and referring for the final interview to the relevant departmental heads.


Handled team of recruitment, Maintain recruitment matrix in RMS (Recruitment management system), and Applicant’s tracking system.


Deal with the recruitment agencies for local and overseas recruitments of executives and skilled and unskilled manpower.


Preparation of the job offer letters, Contracts and other joining formalities & visa for the successful candidates.

INDUCTION & ORIENTATION


Arrange Induction by introducing “Know your Organization ‘setting KPI of the new employee and SOP of Organization and reporting manager.

GENERALIST & PERFORMACE MANAGEMENT .

Managing human resources department including compensation, benefits.


Developing the HR plans and policies in conjunction with the company’s overall development plan.


Overseeing and managing the HR Operations team with a focus on supporting associates throughout the associate lifecycle from on boarding to managing exits.


Developing and implementing the performance appraisal system for the company and co-ordinating it with other line managers.


Performance Evaluation of the new employees after the completion of the probation period and annual as well.


Follow up the Competency report before the completion of probation period of new employees and take necessary actions on the basis of report.

PAYROLE & LEAVE MANAGEMENT,


Time Sheets collection with the approval of the department heads and summarize for the payroll process.


Developed HRIS, Keep updating matrix of all employee records of Annual Leave, OT, Vacation Air Ticket, Compensation and benefit.

Issuance of all kinds of Certificates and Letters after the approval of concerned manager.


Prepare Final Settlements of the employees upon Termination & end of Employment Contract by either party & arrange for repatriation to home country.

WORK EXPERIENCE

(3) July 2009 - June

2010

COURSE &

PROFESSIONAL

TRAINING

EDUCATION &

CREDENTIALS

SPECIAL SKILLS



Al Jabal AL Aali Retail Sales & supplier, Sharjah, UAE.
-
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Company Profile : Al Jabal AL Aali Retail Sales & supplier is a leading company focused on promoting and supplying fastest moving consumer products (FMCG) in the field of retails chain of supply

. A complete range of consumer goods & food products are supplies to the retails shops and store sales. HR Coordinator – Reporting to HR Manager. The overall mission is to assist manager & maintaining employee relation, visa processing and standards of all the general HR functions / admin related functions.

Key Responsibilities Area:


Working closely with various sales team, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures.


Doing transactions with the Ministry of Labor and Immigration related application of block work permit, Prepared documents visa applications, cancellation.


Prepared employee’s day-to-day tasks’ general report assigned by the HR Officer .


Assisted in recruitment and interview, preparation of the job offer letters, Appointment Letters, Contracts and other joining formalities.


Keep the personnel records & updated all employees absent and Sick Leaves. (Personnel Files & Database.


Assisted Time sheet & attendance checking and salary preparation for all the employees.


Prepare a Summary report of Employees balance Annual Leaves, Compensation & Gratuity at the end of the year to the Finance department for budgeting purpose.


Follow the Annual Training Plan and Arrange In-house Training Programs and follow up the “Training Effectiveness Report”.
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	2015-  Certified Human Resource Professional (CHRP)
	( ACI,  USA)

	2009
	- HRM and UAE Labour laws
	[ Dubai,  UAE].

	2003
	- Office Management and Financial Management.
	[India ]

	2002
	- Project Planning & Management
	[India ]


PGD Business Management (HR & Project)

Manipur Central Univ. India – 2007

BSc. Degree –
(Major Statistics )

Manipur Central Univ. India – 1996
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-­‐ Diploma in Computer application: Full command over Microsoft Office Applications (Word, Excel, Power Point), MS Outlook, E-mailing Systems, Internet, Troubleshooting & Windows Operating System.

-­‐
Windows™ (7™, Vista™, XP™, 8™), Internet and Research

Languages

Strength



-­‐ English – Fluent

-­‐ Hindi & Urdu – Native

-­‐ Decisive and forward thinking, with strong vision and strategic capability -­‐ Ability to network and liaise with clients at every level

-­‐ Capable of operating within highly competitive industries -­‐ Excellent communication skills both written and verbal -­‐ Self-motivation and honesty

-­‐ Strong and quick acquiring of new technologies
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REFERENCES
Available upon request

