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Career Objective

I am hoping to acquire the challenging Human Resources Specialist position where I make use of my extensive experience in the field to handle staff recruitment, job analysis, payroll, administration to increase the effectiveness of the company’s workforce.
Professional Summary

· More than 4 years of experience in performing the entire gamut of Recruitment, Payroll, Sourcing, Screening, Interviewing & Hiring the candidates for various technical and non-technical positions.

· Knowledge of UAE Labour Law.

· Knowledge about HR Policies, Performance Management & Incentive systems

· Knowledge about HR Software
· Excellent computer and communication skills.
· Leadership and team management skills.
· Calculation of OT, Leave Encashment, Preparation of Offer Letter 

· Expertise in dealing with online and print media & placement consultants for hiring human capital.
· Proficient in planning the induction programme for new employees.

· Experience in ensuring proper implementation of various HR policies across the company.

· Co-ordinating with various department heads for their talent requirements.

· Proficient in conducting the exit interviews and using the feedback for the overall improvement of work culture.

Career Graph

	COMPANY
	ROLE
	PERIOD
	DURATION

	AlKhaja Group
	HR Coordinator
	Aug '15 to Dec '15
	Current

	Almana & Partners WLL, Doha
	Recruitment Officer
	May ’14 to May ‘15
	1.1 Years

	TeamLease Services Pvt. Ltd, Bangalore
	HR Executive ( Recruitment and Payroll Operations)
	Mar ‘11 to Dec ‘13
	2.9 Years

	HKDC LLC., UAE
	PersonalLoanRecovery- CitiBank
	Aug ‘09 to Sept ‘10 
	1.2 Years

	Subicsha Ltd, Kerala, India
	Assistant HR (Trainee)
	Sept ‘08 to Mar ‘09
	7 months


Achievements                                                                                                          
Recruited over fifty employees in the last three months across various departments of Almana & Partners W.L.L, Doha.

Reduced the recruitment cost by 30% by employing better recruitment strategies.

Professional Qualification
· MBA (Human Resource Management),

University of Kannur, India (2006-2008),

Dual Specialization: HR and Finance.

· Bachelor of Computer Science, University of Kannur, India (2003-2006),

Specialization: Major in Computer Science & Allied in Mathematics.
· Successfully completed the corporate practical oriented training with hands on experience in HR Generalist area.

Skills and Expertise
· Excellent in searching and finding required profiles (through Social networks).

· Highly dedicated to the betterment of the Company and its staff.
· Innovative & Quick in adapting to situations.

· Excellent Communication, presentation & interpersonal skills.

· Self motivated and target oriented.

· Multitasking, Negotiation, Conflict Management and Problem Solving

· Change Management.
· Proficient in MS Office tools.
Projects

· Project on the “Management of Non-Performing Assets” in NMG Bank, Kerala, India. 

· Organizational study at NTPC Ltd (Rajiv Gandhi Combined Cycle Power Project).
Extra Curricular Activities
College Football team Captain.
Represented Sainik School Kazhakootam for the Republic Day Parade held in New Delhi, India in the year 1997 and was awarded for the same.
Personal Details
Date of Birth

:  25-04-1983

Nationality

:  India
Marital Status

:  Married
Languages Known
:  English, Hindi, Malayalam.

Visa Status

:  Valid Employment Visa with NOC
