SEEKING A CHALLENGING ASSISGNMENT AS…


HR Manager, Assistant Manager HR, Human Resources Administrator, HR Generalist, Senior HR Administrator , Deputy HR Manager
SYNOPSIS

· HR Professional with nearly 7 years of commercial work experience in Construction, service and information technology industries across all HR functions. Seeking a challenging position in an organization where can effectively apply professional, analytical and management skills which provides ample opportunity for growth and improvement in a mutually benefiting manner. 

SUMMARY EXPERIENCE


· Human Resources & Administrator officer in Arabtec Construction LLC (Mar’15-Till Now)
· Human Resources & Administrator officer in Gutmann Middle East LLC (May’14-Feb’15)
· Senior Human Resources & Administrator in Belhasa Projects LLC (Oct’12–May’14)
· Senior Human Resources & Administrator in Stiigma Social Gaming Pvt Ltd (Jul’11–Aug’12)
· Human Resources Executive in Ras Al Khaimah Transport Authority (Jan’09–Jul’11)
· Business Development Officer in Electronic Energy System (Jul’06-Jul’07) 
FUNCTION AREAS



 Administration

· Formulate and administer the Human Resources policies and procedures.

· Ensure all Human Resources associates and all Division/Department Heads are familiar with the Corporate HR policies and procedures.

· Prepare and maintain a Human Resources manual, to include philosophy, policies and procedures.

· Ensure all department is familiar with local policies and procedures in handling human resources.

· Review the manual every six month to ensure all policies and procedures are updated and applicable to current operation

· Ensure all correspondence addressed to human resources are responded to/acted on within established timeframes.

· Ensure the submission of the monthly HR report to the GM and corporate office/representatives ensuring observance of established timeframes.

· Review the budget proposals for Human Resources & Administrative expenses, training, employee relations and other activities
· Personnel Records and Files

· Formulate policies and procedures for files and records to be retained at HRD, and ensures implementation at all times.

· Ensure the availability and maintenance of individual personal files for departments & Government Authorities.

· Ensure maintenance and update of leave records for all employees to ensure that all leave credits are cleared within established timeframes.

· Ensure all departments are informed of leave entitlements and consumption on a monthly basis by sending out summaries.

· Ensure medical records summary are disseminated to department heads for information and necessary action every month.

· Ensure the availability of major files, to include but not limited to: Legal files, Insurance Files, Policy Manuals, Corporate, local, emergency, benefits administration, salary administration, etc., as identified. 

Recruitment, Selection and Placement
· Ensure the existence of a recruitment and selection system, ensuring the right candidate for the right job.

· Oversee the consistent implementation of corporate and local policies on recruitment and selection; ensures the proper training is implemented for major task players

· Coordinate with corporate office in sourcing as well as hiring expatriate associates and transferees to and from other branches.

· Keep a network of experienced managers as probable talent pool.

· Conduct interviews for management and executive positions.
Expatriate Associates Management
· Oversee the administration of expatriate employment contracts, ensuring that all inclusions are in line with authorized limits.

· Review working papers to ensure that these are in compliance with legal requirements.

· Ensure expatriate benefits package are implemented, as stipulated in contract, or per corporate policies.
Salary and Benefits Administration
· Ensure that an externally competitive and internally equitable salary structure exists in the company  at any time

· Coordinate with the Directors of HR to benchmark policies and procedures, and ensure that the best practice in salary and benefits management is applied in the company.
· Formulate a total compensation package which is externally competitive, attractive to prospective employees, and rewarding enough to current employees to assist in achieving employee loyalty.

· Keep track of changes in compensation trends by:

- Coordinating with compensation consultants, when necessary.

- Overseeing the conduct of a local salary and benefits survey among competitor properties on an    annual basis.

· When necessary, initiate a job management exercise which includes job analysis, evaluation and pricing to be able to update the existing structure and classification.

· Formulate strategies to ensure implementation of corporate strategies related to human resources management.

· Implementation of annual increases and other wage adjustments.

Employee Welfare
· As a minimum requirement, ensure the following associates affairs are organized on an annual basis:

-       Associates Anniversary Party

-       Christmas Party

-       Periodic Awarding Ceremonies

· Maintain and enhance the associates’ welfare to ensure high associates morale.

· Oversee the provision of meals at the associate’s cafeteria and regularly monitors quality.

· Ensure that associates transport is provided efficiently by the operator.

· Ensure that associates locker rooms and facilities are in proper order, making regular inspections.

· Oversee the implementation of general benefits as birthday recognition, salary loans, death assistance, wedding gifts, etc.

 

Manpower Planning

· Ensure effective utilization of manpower.

· Coordinate manpower requirement analysis on an annual basis.

· Recommend appropriate staffing levels for all departments.

· Oversee the preparation of annual budget as it relates to the labour cost.

Employee Training

· Review needs analysis compiled by the training department on a periodic basis and give inputs based on discussions with department heads and current concerns, programs to be implemented.

· Together with other department heads, review and give input to the annual training program and schedules to align activities with company goals and objectives.

· Ensure that all employee from manpower agencies undergo sufficient training to prepare for company operations.

· Ensure alignment of training and developmental activities with the corporate strategy.

 

Succession Program

· Together with the department Heads, identify candidates for the Company Succession Program, ensuring the availability of qualified personnel to take over management positions in case of necessary associates movements.

· Review proposals on development plan for succession candidates, give inputs, and ensure timeframes are within timeframes.

· Mentor candidates, as assigned or as may be necessary.

Performance Development Review

· Oversee the administration of the performance appraisal program, ensuring that it serves its purpose as a gauge of personal performance for the period, and as a developmental tool.

· Set the timeframe for administration.

· Conduct appraisal training for all division and department heads.

· Oversee the training for general associates and lower management levels.

· Oversee the analyses of the training requirements and preparation of action plans.

Legal

· Oversee review of contracts to ensure that pertinent provisions are included to protect the interests of the company, prior to GM’s signature.

· Ensure effective consultation with the legal counsel of the company on all legal matters and requirements.

Government Relations

· Establishes and maintains networking with  government agencies, to include but not limited to the following:

-       Department of Labour and Employment

-       Department of Tourism

-       Bureau of Immigration

-       Department of Trade and Industry

 

Meetings

· Attend daily briefings and update all involved in the meeting on current human resources issues and concerns, as well as action plans.

· Attend Weekly Operations meetings with Department Heads

· Attend the Executive Committee meetings as scheduled by the GM/CEO:

· Participate in discussion, decision making and review/formulation of policy matters and strategies for the company.

Communications
· Maintain an effective internal communication with Department Heads, Supervisors and Employees.

· Oversee the preparation of the official newsletter for internal communication, and ensures that this is released in a timely and relevant manner.

· Develop and organize other internal communication programs aimed to facilitate management awareness of associates issues and concerns.

· Represent management in fostering beneficial communication with relevant external bodies.

· Communicate and coordinate with government bodies and/or officials, as required.

Employee Recognition and Participation

· Develop and implements employee motivation and participation program for the company.

· Organize the selection of monthly and annual awards.

· Coordinate with departments in recognizing employee suggestions coursed through different suggestion schemes.

· Organize the Service Awards Ceremony, annual party.

Human Resources

Employee Productivity

· Oversee the implementation of appropriate scheduling and duty roster management to ensure associates on duty at any given time corresponds with expected business volume.

· Proactively look for ways to maximize employee output without compromising standards.

 

Performance Development Review

· Set performance targets for all associates at the start of the performance period.

· Oversee and monitor associates performance all throughout, ensure documentation of both positive and negative performance indicators in preparation for the formal performance review.

· Give regular feedback to supervised associates on performance issues (both for the group as well as the individual).

· Conduct appraisal sessions for supervised associates and formally document performance for the period using official forms.

Employee Discipline

· Regularly review the rules and regulations of the company to ensure applicability in current situations.

· Ensure the effectiveness of the grievance system of the Company.

· Facilitate administrative hearings when necessary.

· Act as legal consultant to ensure implementation of due process in all cases pertaining to employee discipline.

· Ensure that the employee adhere to the rules and regulations of the company by:

- Facilitate regular reorientation for the associates on rules and regulations;

- Immediately communicate/update associates on new rules/standards;

- Continuously monitor implementation of rules/standards;

- Effect coaching/counselling and, if necessary, disciplinary procedures when rules/standards are violated.

Other Duties

· ASSOCIATES RECOGNITION: Develop and implement associates recognition programs.

· ASSOCIATES MOTIVATION: Develop and implement associates motivation and participation programs
· TRAINING and EMPLOYEE ACTIVITIES:  Attend scheduled trainings and participates in company-initiated employee activities

· ENVIRONMENTAL AWARENESS: Ensure all associates is fully aware of and complies with the company & Ministry environmental law and established rules and guidelines and, as part of departments, recommend amendment and approve changes to the company Environmental Policies.

· ATTENDANCE: Adher to set procedures for attendance and timekeeping.

· Perform such other functions as may be delegated by General Manager from time to time.

  
INTERNSHIP

Institution: Stansfield College, Singapore 
Period: Jan’08–Jul’08
Internship Details

· Internship targeted at:

· Working in the marketing department.
· Counselling students regarding the courses offered by the University of London (U.K), London School of economics (U.K) as well as Victoria University in Australia.
· Analysing the colleges.
ACADEMIA

MBA from University of Madras, Chennai India 
PG Diploma (International Business Management) from Singapore Institute of Commerce, Singapore 

B.Sc. (Electronics) from Mohammed Sathak College of Arts & Science, University of Madras.
BEYOND CURRICULUM

· IELTS (International English Language testing System) scored 6.5

· Knowledge about CCNA (Cisco Certified Network Associate) 
PERSONAL PROFILE

Languages known  

: English, Hindi, Urdu and Arabic.
Gender





: Male

Date of birth



: 04-Oct-1984

Nationality




: Indian
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