C U R R I C U L U M   V I T A E

Shakil 

In quest of Managerial level responsibilities in Human Resources with a leading organisation

PROFESSIONAL PROFILE

· Proactive in assessing human resources needs and effectively aligning various initiatives with business objectives. 

· Demonstrated a proven record of effectiveness in recruiting, retaining, and solutions that contribute to growth initiatives. 

· Recognized for collaborating with employees to identify learning needs, conduct needs assessments, produce actionable strategic plans. 

· A keen communicator with honed problem solving, leadership and analytical abilities to manage a team & continuous service level excellence

COMPETENCIES OVERVIEW 
Strategy Planning/ Peoples Management
· A part of Company’s Change Management initiatives. 

· Develop & manage long-term business relationships with all the key decision making units, initiating human resources process and getting buy-in from them on the same. 

· Working with management and department heads to identify HR needs across organizations and identifying and implementing HR best practices  
· Partner with training for conducting & updating new process requirements, identifying the learning gaps of associates and planning training to address the same. 
· Create a work environment that is high in employee morale and provide constant learning and development and use the feedback from Employee Satisfaction Survey (ESS) and Employee Satisfaction Tracking System (ESTS) to draw an action plan.  

· Source and co-ordinate junior, Middle & Senior level Recruitment.
· Initiate Co-ordinate and tracking of Performance Appraisals for Fixed term Contracts and permanent staff. 

· Handle Employee joining formalities, Induction process (HR) and follow-up on requirements by staff on a case-to-case basis.
· Managing complex ER cases, including redundancies, restructures, disciplinary and grievance cases, performance and reward management, people transitions

HR/Recruitment
· Stakeholder Management - Regularly meet with department heads / managers for getting updates and providing feedbacks

· Coordinate with Department Heads to implement HR policies and processes, Manpower planning etc.
· Manage the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements.

· Coordinate with prospective employees for interviews; organize induction programs & initial training.
· Conduct Psychometric Assessment of candidates in coordination with external agencies
· Manage the Appraisal process and establish the framework for substantiating Performance Appraisal linked to Reward Management. 
· Co-ordinate with the HR Team on HR processes laid down by the Corporate and the Unit.

· Establish and maintain a fulfilling administration system as guided and required by the department head.

· Prepared Payroll inputs for both the units on a monthly basis.

· Observe and sustain the Code of Conduct and Sexual Harassment Policies.

· In Process Measures data collation, Monthly Manager’s Meet data collation, Exit Interview co-ordination, collation and analysis.

· Prepare HR Monthly Reports, Manpower Reports, Job chat Reports and analysis, Exit Analysis, Teambuilding Reports, Manning Ratios, Service Level Agreements (HR). 

· Coordinate with team members on Employee Relations, Staff welfare, staff facilities, redressing staff issues at work, Loans & advances, Medicals etc.

· Coordinate, prepare & monitor the flow of certain heads of Annual budgets for the Human Resource Department.
Skills
· ERP(HRMS) iRecruitment Module of Oracle 11i, MENAITECH Sniperhire, PageUp People, CV Search, Job Posting, MS Office, MS Outlook, Recruiting / Interviewing Skills, Psychometric Testing, Define KPIs & Competencies, Employee Appraisals, Compensation & Benefits, Employee Grievances, Employee Exits, Payroll, Manpower Planning, Job Evaluation, Writing Job Descriptions, Policies & Procedures, Manuals
Work Experience

MarkaVIP LLC, Dubai  
Senior HR Generalist





    May 2014 - Present

MarkaVIP was established by experts at leading firms in the fashion and eCommerce industry. Seasoned shoppers and experienced eCommerce engineers joined forces to bring their passion, expertise and the latest offerings to fashion lovers in the Middle East. It is a company that's all about people whether they are employees, customers or partners. MarkaVIP believe that having exceptional talents is fundamental to the success of company that has been flourishing since it began started four years ago.

· Developing HR Policies and provide department managers and employees with information and updates on policies, procedures, and employment law, ensure compliance to all the company policies, and ensure that best practices are followed.
· Overseeing the full recruitment cycle of the company for UAE, Jordan, KSA and Qatar operation

· Conducting Onboarding, Orientation / Induction and Training for employees

· Managing Payroll for 250 employees - all entries in the system to generating the WPS file
· Managing periodic salary surveys / performance review process for the company.

· Partnering with the management for the Manpower Planning of the company and maintaining the headcount reports 

· Preparing and ensuring KPIs and Job Descriptions are in place for each position in the company. 
· Conducting Job Evaluations for any new position in the company
· Supporting departments/ supervisors to ensure the success of their teams, planning growth initiatives for high performers, Recognition program & Succession Planning
· Manage the processes for New Visas, Renewals, etc. in Labour & Immigration 
· Controlling costs and ensuring that they do not exceed budgets
· Employee Relations
· Investigating disciplinary and grievance matters, issuing warnings etc. 

· Manage attendance and leaves, disputes of employees
· Advice management timely on any legal issues related to the employees 

· Implementation and management of new Career page for the company

· Worked with LinkedIn on Employer Branding & developing the Career page

· Manage relations with manpower suppliers and external agencies.

· Conduct Exit Interviews, End of Probation Evaluations 

· Prepare Final Settlements for outgoing employees. 

· Preparing HR and Recruitment reports for management 

M. H. Alshaya Co., KUWAIT

Regional HR Recruitment Specialist



April 2011 – May 2014
Founded in 1890, Alshaya has become a major player across a variety of sectors, initially in Kuwait and the Kingdom of Saudi Arabia and more recently throughout the Middle East and North Africa, Turkey, Cyprus, Russia, Poland, Slovakia, the Czech Republic and the UK expanding substantially, developing distinct businesses in real estate, construction, hotels, automotive and general trading, having over 22,000 employees within the retail division

Responsibilities:

· End-to-end recruitment and selection for corporate functions and other various brands for Food and Fashion within the business as per the approved organization structures.
· Analyze, maintain & update the Manpower plan and Organization Charts for different regions and prepare related recruitment monthly and weekly reports. 

· Develop and implement a practical/effective resource practice through multiple sourcing channels to ensure the most suitable candidates are attracted and recruited locally and internationally.
· Source and pre-select suitable candidates, conducted preliminary interviews and present short listed candidates to the hiring managers.
· Build effective relationships with line and departmental managers across the company when filling in vacancies and in order to identify future recruitment needs.
· Create job advertisements and adopt the most effective advertising strategies as per
vacancy characteristics (leading regional job boards, Sniper hire and career website, attracting talent internally, referrals, newspapers, and open days, career days at universities).
· Championed ‘no agency approach’ aiming to reduce usage of CV suppliers and consequent placement fees.
· Managed third party recruitment suppliers ensuring business enjoys the required level of service and delivery. Significant cost saving through terms of business negotiations.
· Preparation of job offer letters and employment contracts, close liaison with Compensation & Benefits dept.
· Liaise & co-ordinate with other regional offices in terms of resourcing programs.
· Generate periodical recruitment reports/trackers for regional HR management highlighting key successes and possible challenges.
AL-ALAMIAH TECHNOLOGY GROUP, KUWAIT
Al-Alamiah is a leading professional IT firm in Kuwait offering wide range of products and end-to-end Software Solutions. From the creation of the first Arabic home PC in 1985, they have fine tuned the art of technology and innovative ideas to design unique solutions for the end customers. A process oriented approach and the highest of quality standards adapted at ATG has gained them customer satisfaction and trust and hence, improved business outcomes. 

HR Manager



     


         April 2010 - April 2011

· Providing leadership and direction in recruitment, selection, hiring and mobilization of required personnel’s as per Project & Tender requirements.

· Coordinating closely with various line Managers and Supervisors and ensure their recruitment needs are fulfilled according to required specifications and provide them with advisory services relation to their recruitment needs.

· Coordinate, administrate and control project recruitment activities.

· Develops and implement recruitment policies and procedures. 

· Perform HR related functions in a support capacity within ITSD and coordinates with head office for smooth functioning of the operation.

· Planning Work Force in coordination with Project Managers - determine the positions required, number of employees, type of skills and certifications required to meet the project objective as per the specification.

· Posting positions on job portals, search resumes and identify potential candidates as per requirement.

· Contact candidates, find out their interests, screening and check aptness for further process.  Negotiate salary within the budget and extend employment offers for right candidates.

· Coordinate and follow up interview with clients and initiate mobilization action for selected candidates and follow up until arrival of the new employee.

· Update the management regarding each and every stage of recruitment and mobilization activities. 

· Develop recruitment sources locally and internationally.

· Ensure regular participation in job interview and other employee recruitment events.

· Maintain close relationship with Managers and Supervisors in interviewing and selection procedures.

· Ensure all recruitment, selection, and hiring policies and practices are maintained within the company guidelines.

· Conducts feasibility studies for cost saving initiatives.

· Develops forms as required for HR to benchmark the process.

· Handles all aspects of new hire orientation.

· Act as assistant to the HR Manager and manage all functions in his absence & support to the employees.

· Process of all employees' appointments, promotions and resignations, terminations as per the Kuwait Private Labor Law

· Prepare Embassy Documents, offer letters & employments contracts

KHARAFI NATIONAL, KUWAIT
Since it was established in 1976 Kharafi National has developed from a local contracting company into a world-class pan-Arabian Infrastructure Project Developer, Contractor and Facilities Management Service Provider capable to undertake a wide range of challenging projects.
HR Officer 



          December 2005 – April 2010 
Active role in recruitment and related HR procedures which is Project based (handled 3 to 4 projects at one time, i.e. up to 1400 employees) –
Recruitment:
· Responsible for full-life cycle recruitment of technical and non-technical professionals which includes: sourcing, interviewing, and qualifying candidates to fulfill current and forecasted requirements.

· Research, screen and identify candidates through company’s career site, Online Job boards, Agencies and also through employee referrals and newspaper advertisement.

· Posting of jobs on career site, internally, external Job boards and sending to agencies if required.

· Dealing with various manpower agencies in India, Egypt, Philippines, Thailand and Nepal, Sending Manpower Requirements, following up on resumes and planning and conducting interview schedules and trips to these locations.

· Provide recommendations to hiring managers on offers and compensation packages. 

· Invite the selected candidates in order to conduct competency-based interview sessions or conduct telephonic interviews incase the candidate are located overseas.

· Negotiate salaries, benefits and start dates of the selected candidate before proceeding for the management approval on the hire. Schedule locally available candidates for onsite interviews and conduct subsequent follow-ups with line managers. 

· Prepare and submit report of the interviews to the HR Manager for final approval. 

· Data mining of candidates for future vacancies. 
· Updating Sniperhire through various stages of recruitment. 

· Bring candidates of higher bands for Interview & Accommodation tours on commercial visit visas.

Workforce Planning & Coordination:

· Screening of Workforce Planning proposed by the Projects.

· Coordinate, administrate and control project recruitment activities, coordinate with line managers / hiring managers for recruitment. 
Employee Grievances:

· Coordinating with Departments and Projects as regards employee grievances.  

Terminations/ Resignations:

· Dealing with Terminations, Resignations & Dismissals of employees

Training & Orientation:

· Arranging and Conducting Training and Induction Programs of new recruits. Coordinating with the Training & Learning Department for preparing the training programs

Payroll, Compensation & Benefits:

· Providing Payroll inputs for each month like Deductions, Overtime etc.

· Aligning of Compensation and Benefit structures for each Project handled, getting approvals on the salary fascias and ensuring proper implementation of all Compensation and Benefits Policies of the company by coordinating with the Project Managers, Payroll and Finance Departments.
Personnel Files /Database System:

· Ensuring proper maintenance of Employee Database for retrieving information as per the requirements

· Ensure completing of employees personnel files and submission to payroll on joining of the employee
· See that a proper Database of candidates being mobilized is maintained. 
ROYAL EDUCATIONAL SOCIETY, MUMBAI, INDIA 

HR-Office Manager





June 2000 – October 2005 
Educational Qualification
Degree:  
MBA (HR)
(will complete in 2016)








Bhartiya Vidhyapeeth University





Bachelor in Arts (Economics)





Mumbai University, India




Computer: 
DIPLOMA IN COMPUTER STUDIES
Informatics Computer Institute

(Affiliated to University of Cambridge) 
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