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HR AND ADMIN MANAGER
Seeking a challenging opportunity in the industry for personal and professional growth.


PROFILE
· A seasoned HR, Finance & Administration professional with over 21 years of cross functional experience in Gulf and India across developing business and people  strategy, project management, program execution, , employee engagements, change management and organizational development.
· A strategic leader with proven expertise in conceptualizing innovative OD policies and procedures by devising and implementing the change in the HR strategy complying with the organization’s vision and objectives. 

· Proficient in delivering business value and operational efficiency through design & implementation of people management practices and cost effective business models.

· Skilled in incorporating innovative change management techniques into multicultural workforce across sectors by handling the HR processes, including recruitment, performance management, training & development along with compensation & benefits.
· Adept in setting the Human Resources agenda and strategy for the BU, including manpower planning, ensuring effective talent acquisition and development, and developing all policies, programs, and practices related to people, culture and organizational issues along with Corporate HR.
· Possesses rich qualitative experience in manpower planning, drawing up career progression plans, welfare schemes, employee relations, grievance handling and disciplinary matters with strong knowledge in legislative requirements laid down by local and international laws and regulations.

· Instrumental in process re-engineering, organizational structure, talent management process, knowledge management, succession planning, learning & development and career development & management processes.

· Highly motivated and resourceful Administration Professional has the expertise in mobilizing and managing diverse contingent of manpower and material resources in highly demanding situations. 

· Demonstrated strengths in designing and implementation of quality management systems and assessing training needs in the command and arranging training sessions to keep skill-level of the men up-to-date.

· Expertise in project planning, scheduling, budgeting & performing cost-benefit analysis as per the requirements while performing in the cost-efficient manner along with the unwavering quality standards.

CORE COMPETENCIES
· Business & Corporate HR

· Organizational Development

· PMS/Competency Mapping

· Employee welfare & Engagement

· Employee Relations

· Organizational Development

· HR Administration

· UAE Free Zones & MENA Labor

· Compensation & Benefits

· Training & Development

· Legal / Statutory Compliance

· Customer Relationship 

· Service Delivery


· Training/Coaching

· Administration Management

· Facilities Management

· Cash & Funds management
· Leadership


PROFESSIONAL EXPERIENCE
PERITUS INTEGRATIONS FZE




    
                                   APR 2015 – JAN 2016
Manager - HR & Admin, Reporting to Managing Director
· Leading the HR, Finance and admin Team and providing professional services to setting up a UAE & GCC based operations with the accountability of providing high quality HR & Payroll Services.

· Playing a vital role in the development of first ever Risk Management Framework for HR Administration section, a unique project where risks management will be used to ensure transactional and data accuracy in HR Systems.

· Supervising and providing consultation to management on strategic staffing plans, compensation, benefits, training and development and budgeting.
· Holding complete ownership for Financial Accounting and Reporting including review of general ledger, accounts payable and accounts receivable, preparation of reports as part of the month close process.
· Maintaining seamless liaison & interaction with Bank for day to day operations as well as coordination & Negotiating with suppliers for Credits / Discounts.

NCSI (ME) BRANCH, DUBAI







          MAY 2006 – MAR 2015
Manager - HR & Admin - Reporting to Regional Director

· Led the Human Resources Team in providing professional HR services and change management to UAE & GCC based operations, functions and HR Centers of Expertise in support of their needs 
· Provided consistency, focus and practice of HR as linked to the global and regional HR strategy by instrumentally driving the execution of HR Plan for the organization.
· Instrumental in delivering lateral work across various LOB’s (e.g. Employee Relations, Performance Management, Employee/Manager Development, Talent Planning and Management).
· Managed end to end recruitment life cycle and involved in planning, designing, developing and evaluating HR initiatives that support organizational strategic goals.

· Oversaw Annual HR and Admin Budget for the organization & submission of the same within timelines, assisted Country Director & HR Singapore in the annual performance appraisal process for performance appraisals.

· Responsible for performance management, talent assessment and effective labour relationships, including negotiating and administering labour agreements.

· Directed the development and implementation of organizational development programs by developing strategic HR processes for the company’s vision, mission, values and strategic intent.

· Responsible for employee orientation and training programs, benefit plans, policies and guidelines, database management procedure, equal opportunity employment programs and records and documentation policies.

· Acted as a focal point of contact for the research and recommending new sources for active and passive candidate recruiting. Implementation of new recruitment / selection policies basis staff projections.

· Instrumental in initiating various initiatives - focus group discussions, Team Building, Grievance redressal forums etc. to reduce voluntary attritions.
· Monitored the petty cash for Bahrain/Dubai office and assisting finance department for processing the vendor invoices and following up of payments from the clients on need basis.

· Partnered with COE resources to deliver Employee & Management Excellence programs and build capability and effectiveness in the line organization.

· Accountable for Training Needs assessment for all via touch basing with the approval of RO and Country Director and Singapore L&OD team - Devising the model & its implementation.
· Successfully managed creation & maintenance of SOP’s, Process maps & other instruction manuals required for HR process and reviewed operational performance on a regular basis.

MBM-ALAM FLORA W.L.L,






          NOV 2002 – MAY 2006      
Head of Finance – Reporting to General Manager
· Provided extensive quality HR & Payroll Services along with the guidance, direction and focus on HR policies, procedures and practices as well as ethics and compliance of corporate policies and procedures.
· Managed entire activities, including financial accounting and reporting including review of general ledger, accounts payable and accounts receivable
· Involved in preparation of reports as part of the month close process, adherence to Local Accounting, Audit and tax compliances
· Supervised the accounts of the company and acted a focal point of contact for accounts payable and accounts receivable along with the responsibility of finance, administration, network expansion, sales & after sales profitability.
· Defined and implemented long & short term goals and oversaw daily operations, policy implementation, financing, advertising, promotion, strategic direction and complex customer query resolution.

· Oversaw key management and support for sales, finance & operations, service and insurance and entrusted with the onus to promote positive relationships and strong partnerships for the benefit of the organization.

· Exceeded revenue objectives while continuously creating opportunities for revenue generation in a professional manner and achieving assigned targets by maintaining quality business relationship.

· Diligently verified operational efficiency levels and implementing various cost control measures for ensuring cost-effective procurements and improving bottom-line performance.
· Involved in passing the Journal vouchers on monthly basis, finalization of accounts & preparing & submission of financial statements & financial MI each month.

· Liaised with debtors and collecting the outstanding amounts due on them and coordinated & negotiated with suppliers for Credits / Discounts.

· Focal point of contact for Annual budget submission to the Senior Management. Analyzing actual vs Budget & sharing the variance report with the management.



PAST EXPERIENCE
Gulf Security & Cleaning,                                                                                    MAY 1998 – OCT 2002

Manager – HR, Admin & Finance, Reporting to General Manager

Greenback Forex Services Pvt. Ltd, 






APR 1997 – APR 1998

Branch Manager
Shell FX,                                                                                                                  DEC 1995 –MAR 1997

Junior Manager
Sreason Pharmaceuticals Ltd, APR 1995 –OCT 1995

Accountant
Raju Hospitals Pvt. Ltd,                                                                                    JUNE 1994 –FEB 1995

Cashier and Computer Operator


INTERSHIPS
Hari & Eswaran Associates, JUL 1991 –JUNE 1994

Trainee (Audit Article Ship)


TECHNICAL SKILLS
· Operating Systems

: Microsoft Windows XP

· Applications

: MS- Office

· Tools


: Oracle PeopleSoft (HR), SAP (Procurement), Siebel CRM (Sales)



EDUCATION CREDENTIALS / CERTIFICATIONS
· B.Com, Bharathidhasan University, Trichy, India, Year 1991.
· Diploma in International Corporate Human Resource Management (ICHRM),American Institute of Business & Management, USA, Year 2015
· Certified Human Resource Manager (CHRM),  U.A.E, Year 2015
· Certified International Corporate Human Resource Manager, U.A.E, Year 2015

· Human Resource Management in Business (HRMBU.A.E, Year 2013


Date of Birth: 2nd April, 1970.
Nationality: Indian; 

Languages known: English, Hindi and Tamil; 


