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Human Resourced Officer well-versed in Hr Recruitment, Administration HR, Public Relations, Comp and Benefits, Training. Proficient in handling HR related issues as well as related administrative matters.       
	HIGHLIGHTS

	

	
	
	

	
	Recruitment
	Developing staff training material.

	
	Hr Administration
	Proficient communicator

	
	Man Power Planning
	Background checks

	
	Organizational skills
	Problem solving

	
	Payroll legislation
	Business Development

	
	Exit interviews
Legal Instructions
	License Renewals
Visa Processing

	
	Diary management
	

	EXPERIENCE
	
	


06/2015 to Present       Human Resource Officer
Majestic Hotel Towers － Dubai

Recruitment
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Ensure that accurate job descriptions are in place. 
Provide advice and assistance with writing job descriptions.
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Provide advice and assistance when conducting staff performance evaluations.
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Identify training and development opportunities.
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Organize staff training sessions, workshops and activities.
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Process employee requests for outside training while complying with polices and procedures.

Administration
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Handling all Visa Processing activities and Renewals
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Provide advice and assistance in developing human resource plans.
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Provide staff orientations and Monitor daily attendance
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Access funding for training and write proposals.

Product Training & Development
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Identifying training needs and Training preparation in specific products & batches for imparting training on various topics including measurement of effectiveness.

HR Budget and strategy
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Reviewing the development of annual Human Resources Budget and strategy to advance the company's mission and objectives including Human Resource services, employee recognition, company get together activities and administration.
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Support the assessment of relevant training needs for the team's individuals and within the organization in consultation with the Business Heads to nurture internal potential.
02/2014 to 02/2015      HR Executive
Trans treasure Service  － India
Employee Relations and Retention
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Reviewing the Human Resource Policies and Procedures.
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Reviewing in making the organization a great place to work.
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Offering development through communication and training opportunities
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Performance Management and the Progressive Discipline
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Developing Training Management, Maintaining Employee Files and People
Skills.
Man Power Planning & Management
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Handling and analyzing the corporate and unit level strategies.
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Demand Forecasting: Forecasting the overall human resources requirements in accordance with the organization plans.

Performance Appraisals & Management
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Handling performance Management system and identifying scope for enhancing the same.
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Initiating rewards & recognition program, implementing incentive system for employee motivation.

06/2010 to 08/2011      Tax Analyst
Ernst and Young － India
Handling the Tax and quires
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Reviewing the Taxation of the US.
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Answering to all Query of the customer over the Phone.
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Offering additional Benefits and suggestions on calls
EDUCATION
2010                                MBA: Global Banking and Finance
SBS Swiss Business School － Switzerland.
Coursework in Finance and Banking
ADDITIONAL INFORMATION
Personal details
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Visa Details : Employment Visa
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Marital Status : Married
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