Aspiring for mid-management level assignment in Human Resources
PROFILE SUMMARY
· A result oriented professional with over 9 years of experience in HR / Administration.

· Adept in streamlining HR operations/workflow and creating a teamwork environment to enhance department productivity.

· Experienced with overseas employees, regional expatriates, locals, and international client relations.

· Confidence and proven track record of communicating effectively with senior management team to integrate the Human Resource function.
· Proficient in the use of Advanced MS-Office - (Word/ Excel/ PowerPoint) / MS Outlook, Internet, Oracle ERP PeopleSoft 9.1
CORE PROFESSIONAL STRENGTHS
	· HR Business Partner 

· Local labour law

· HR policies & procedures implementation
· Program & Event Management
	· Recruitment, Orientation & On-boarding 

· Employee Relations

· Team Building

· HRIS Technologies

	· Statutory compliance
· Training & Development

· Confidential document management

· Benefits & Payroll Administration


PROFESSIONAL EXPERIENCE
3. Zawawi Trading Company L.L.C. (Dec-2013 to present)
Zawawi Trading Company are the general distributors for the entire range of Mercedes-Benz passenger cars and commercial vehicles in Oman. 

    Designation

    : Executive HR & Admin
    Report to


    : Manager Human Resources
Job Profile:
· Establish and develop the HR procedures manuals and getting policy drafts approved by mgmt.
· Oversee the end to end recruitment which include manpower planning, budgeting, advertising, sourcing, short listing, interviews, offers, negotiation, visa, primary source verification, joining and mobilization.
· Managing and conducting induction programs including company-wide orientation program, HR policies and procedures, and coordinating with other functions for departmental orientation delivery.
· Tracking and monitoring employee’s attendance, leaves, resignations and vacations in TMS (Online System) and reporting in case of any discrepancy.

· Managing and handling staff satisfaction survey. Demonstrate survey results analysis and suggesting action plans.
· Managing the process of performance appraisal including notifying department heads of the appraisal period, ranking method, bell curve fitment, and recommending reward system in alignment with performance.
· Assisting Department Heads & Supervisors in handling employee issues and assist them in counseling employees, conducting evaluations, staff training, and problem-solving.
· Maintain knowledge of and ensure compliance with employment-related laws and regulations.
· Manage disciplinary procedures within the organization by conducting investigations and actively coordinating with the company legal advisor team. 
· Oversees the employee records management system for all staff.
· Employee engagement and managing the rewards program to ensure retention.
Achievements:

· Successfully implemented Time Management System for online leave applications, attendance management, and for other services and ensured strict compliance to leave and attendance policy. 
· Revamped the Performance Appraisal policy and introduced a goal-based appraisal framework.
· Successfully recruited staff for new branch at Sohar (Oman) and was responsible to take this project off ground within three months.
· Created a CV databank of automotive professionals (over 2000 CV’s) to centralize all existing and new CV’s received, with no existing system earlier.
· Developed HR Forms and Formats to facilitate Process-Building and Documentation.

· Conducted organization structuring exercise across the facilities and recommended organization structure for departments which was presented to the mgmt. and approved.

2. Tech Mahindra Ltd. (Mar-2010 to Nov-2013)
Tech Mahindra Limited is an Indian multinational provider of information technology (IT), networking technology solutions and Business Process Outsourcing (BPO) to the telecommunications industry. It is a specialist in digital transformation, consulting and business re-engineering solutions. 
    Designation

    : Associate Manager – HR
    Report to


    : Associate Director – HR

    Location


    : Pune, India.
Job profile:
· Actively connect with business to ensure alignment of HR services to business requirements.

· Studying and understanding the delivery group’s business: introducing best in class talent management practices in the areas of skill enhancement, coaching, employee engagement & talent retention.

· Partnering with business on all HR matters, including continuously working to improve employee engagement & connect practices within the delivery group.

· Proactive & timely resolution of employee grievances. Encourage open communication and facilitate a harmonious work climate.

· Administrate the performance appraisal system, imparting training to line managers and supporting management with bell curve fitment and rating finalisation. Advise line managers on action regarding high/low performers.

· Employee Communication: Facilitating required forums to enhance communication and employee connect.

· Facilitating recognition of employees in line with the Company’s Rewards Program.

· Advising monthly inputs for payroll: special leave cases, bonus & allowances, overtime, customer award, repatriation, resignation and retirals.

· HR administration transactions: Reporting of monthly dashboard including HR activity report, attrition analysis, conducting internal audits to ensure compliance to client norms.

Achievements:

· Pioneered the Early Warning System, an innovative mechanism to early employee retention.
· Introduced a host of innovative reward and recognition practices in line with the business objectives.
· With a vision to make a positive difference in society around us, brought about a movement, leading a team of 60 odd dedicated volunteers towards meetings our CSR in the local community.
· Managed a resource counxt of up to 900 associates across more than 5 verticals, maintained astounding turn-around time on queries resolution with no escalation to higher ups.
· Maintained excellent client relations with senior business leaders, nominated for Excellence Award by Business Head.
· Consistently rated ‘Excellent’ by my client group in the ICSATs conducted half-yearly.
· Multiple rewards, recognition and accolades received over my tenure with TechM, with consistent ‘Excellent’ performance ratings.
1. HOV Services Limited (Nov-2006 to Mar-2010)
HOV Services Limited operates as a hybrid between investment and diversified services corporation. A venture capitalist firm at heart, with interests in TPS, accounts receivables and environment protection.



    Designation
               : Executive HR

    Report to


    : Center Head – PUNE
    Location


    : Pune, India
Job Description:

· Recruitment, designing & implementing the induction & joining formalities, statutory compliance and other administrative functions for the seamless management of the employee life cycle.

· HR - MIS reports on attrition, recruitment efficacy & cost control management, attendance & payroll, full & final settlement.

· Negotiating & administering the company group medical insurance policy.

· Building relations with the front-line, and the first-line managers to build a nurturing people driven culture.

· Grievance handling, employee engagement, rewards & recognition and talent management.

· Designed and implemented various HR policies like Recruitment & Selection, Induction process, Leave Management, Exit & Separation Process, Employee Referral scheme, Rewards & Recognition, etc.

EDUCATIONAL QUALIFICATION
  Master of Personnel Management

  : University of Pune, India (2006)
  Master of Commerce



  : University of Pune, India (2007)
  Bachelor of Commerce



  : University of Pune, India (2003)
INTERESTS
Playing guitar, reading, traveling, social service, and event management.  

PERSONAL PROFILE
Date of birth    : 3rd Aug, 1982
Family status   :  Married, with 3 year old son
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HIGHLIGHTS





9 YEARS HR OPERATIONS EXPERIENCE





STRONG MULTI-NATIONAL EXPOSURE





HIGHLY ORGANIZED





PEOPLE-ORIENTED, PROCESS-DRIVEN PROFESSIONAL








