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M.LUKMAN CHITHIK 
Shabia-10, Mussafah,  Abu Dhabi.

Mobile : 055-4058930/050-9445263
E-mail:  lukmanhrm@gmail.com

CAREER OBJECTIVE

Seeking a challenging position involving analysis, plan, development and implementation of professional environment, where I can grow along with the organization with great responsibility.
WORK SUMMARY
Working as Asst. Manager-HRO in WNS, Chennai from Jul-2012 to Dec 2015.
Sr. Executive-HR in ETA Corporate HRD, Dubai (Jan-2010 to Jun-2012) 
Executive-HR in ETA-HRM, Dubai (Jan-2007 to Dec-2009) 
Executive-HR Trainee in ETA-HRM, Dubai (Dec-2004 to Dec-2006) 
WORK EXPERIENCE
· Manpower planning

Analyzing the previous year manpower and predicting the future trends, work load of the employees in consultation with concern managers. Based on that decide the sources and period.
· Managing employees inter divisional transfers

Coordinating with inter divisions to know their requirement/excess manpower for us to transfer them to utilize the employees effectively.

· Performing Personnel Administrative activities

Handling passports, Employee files, processing Annual, vacation, sick leaves settlements, arranging medicals for new and renewing employees.
· Conducting probation and promotion panels

Arranging/conducting panels for employees completed of probation period in the company or attained eligibility for promotion.
· Responsible for Performance appraisal

Doing annual performance appraisal for staff by coordinating with department / concern managers and getting the filled forms, update it in the system and analyzing the data.

· Co-ordination of training & development

Preparing training calendar for the month/year and arranging the trainers, venue, nominating the trainees from the performance, probation, promotion and training requisition forms filled by concern managers. After the training program getting feedback and evaluate the effectiveness.
· Liaison  with business units & functional departments

Provide support to the technical units as well as to the employees to maintain amicable relationship.

· Compensation & Benefits management

Make sure salary structure policy followed/changed in the organization to meet the market requirements and to maintain equity among the employee’s salary and linking compensation with the Performance Management System.
· Effective use of Labor Law (UAE)

Providing the employees rights and taking actions when ever needed in the organization the labor law is used effectively. 

· Conducting Exit Interviews

Conducting exit interviews for the employees leaving the organization feeding the system about the reason for leaving, Date of joining & leave etc. Analyze the information and take actions where ever needed.

· Administering Labor Camps 
With help of camp assistants keeping the updated records of the workers staying the camp, workers sifts to other camps, solving the issues related to camp.
· Implementation and working in SAP (HR Module)

Implemented SAP (HR) effectively within the deadline and working in SAP (HR), updating the changes, taking reports and analyzing the reports.

· Preparing Job analysis 

Creating job analysis for the new jobs and change the existing to requirement of the changed job profiles.
· Performing Recruitment activities

· Sourcing CV’s from Online job portals

· Screening the CV’s

· Coordinating Interviews

· Processing Appointment Order for selected Candidates

· Coordinate with candidates until arrival

· Processing visas

Arranging employment, missions for employees and transit, visit visas for guests.
· Arranging accommodation for new arriving staff

Organizing airport pick-up and arranging accommodation for the new arriving staff in the guest house. 

· Conduct Induction program

Conducting induction program for new joined employees about the organization structure, culture, environment, country etc. and introducing concern staff for future communications.

· Arranging  Tickets and Foreign Visa

Arranging overseas visa & tickets for the employees for official travel
· Payroll Process

Processing payroll for company Staffs & Workers

· Preparation of reports 

Preparation of reports on monthly or on requirement basis to Management to take action regarding General Salary Increment, Recruitment, Promotion, Probation and other internal decisions.

EDUCATIONAL PROFILE

	Degree / Diploma
	Major
	University / College
	Year

	Diploma

(6 months)
	Human Resources Management
	XLRI, Jamshedpur
	2008

	M.B.A
	Human Resource
	Madurai Kamaraj University, Madurai
	Persuing

	M.com
	Commerce
	Sourashtra College, Madurai Kamaraj University, Madurai
	2000-2002

	B.Com
	Commerce
	Sourashtra College, Madurai Kamaraj University, Madurai
	1997-2000


PARTICIPATED TRAININGS/CERTIFICATES
· Certificate in Advanced Excel - DIBM, Dubai

· Certificate in Internal Quality Audit 9001:2000- DIBM, Dubai
COMPUTER LITERACY 
· Working Knowledge in SAP-HR Module

· Ms-Office (Excel, Word, Powerpoint)

LICENSE
 Holding UAE Light Vehicle License
LANGUAGE KNOWN
· English

· Tamil

· Hindi 

PERSONAL DETAILS

Date of Birth
:  16th May 1979
Age

      
:   35
Nationality
  
:  Indian
Religion

:  Islam
Marital Status
:  Married
Father’s Name
:  Mohamed Abbas
Passport No:     J7700412

Visa Type : Visit Visa Valid up to 3rd May. 
I hereby declare the particulars given by me are true and correct to the best of my knowledge.
 Best Regards,
M.Lukman Chithik
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