Shakeel 
Human Resources Assistant
· Master in Human Resources offering over 5 years of HR career distinguished by commended performance and proven results.
· Extensive background in HR generalist affairs, including experience in employee recruitment and employee relations, HR records management, HR policies development and legal compliance, Visa Process, Exit Process, Orientation and On boarding, Training Coordination, Payroll Coordination, Performance and Probation review reports.
· Demonstrated success in negotiating win-win compromises, developing teambuilding programs, corporate policies, job descriptions and management reports.  

HR Skills
	· Talent Acquisition

· UAE Labour Law

· HR Policies & Procedures
	· Orientation & On-Boarding

· Employee Relations

· Alternative Dispute Resolution (ADR)


	· Visa Process

· Training & Development

· Performance Management


Professional Experience

Ae7 Morse Architecture and Engineering Consultancies Co
AE7 is established by internationally renowned American design professionals with over 30 years of combined experience in the Middle East, Asia and USA, with a focus on healthcare, corporate and commercial design, and planning for more than a decade. The Partners from AE7 Associates have been working collectively as a group for almost 15 years in the US and UAE. Their knowledge and experience is the backbone of their commitment to design excellence on all projects.
HR Assistant, 2014 to Present
Responsibilities:
Talent Acquisition:

· Handling in-house recruitment for all the projects in architecture and engineering domain. Recruiting through LinkedIn, other social media websites and referrals.  
· Advise, design and implement recruitment strategies with the business heads on suitability/time to hire to ensure recruitment project targets are met. Interview scheduling and Coordination as a single point of contact (SPOC) between recruitment agencies and Business Heads.
· Ensure all required approvals are obtained before offers are made.
· Prepared job description for all the departments and get them approved from the respective department heads.
· Negotiate offers between candidates and Business Heads and ensure both are satisfied. 
· Follow up with the offered candidates on documentation and joining formalities until the candidate is on boarded.
On boarding and Induction and Training:

· On board new hires, welcome them and then run a presentation on company policies, procedures and ethics. Also giving them detailed insights about the company culture and work ethics.

· Post Induction, introducing new staff to the respective teams.

· Take part in Training Coordination; coordinate with BIM (Building Information Modeling) team to ensure that the new employees are trained on the software’s AE7 uses such as CAD, Revit etc.

· Coordination with IT team to create email ids for new hires and provide them necessary IT related software’s and equipment’s.

Visa Process:

· Closely working with PRO to get the new visas and renewals done without any delays.
· Collect all the relevant documents from the new employees and process their papers for the visa and keep them posted on the status from time to time.
· Well versed with UAE Labour Laws and Immigration rules and regulations. 
·  Assisting our employees on their family visas.
Performance and Probation Reviews:
· Responsible for performance and probation reviews. 

· Keeping track of all the new employees who complete probation and schedule their reviews with the respective line managers.

· Preparing reports on annual reviews and present the same to management.

Exit process:

· Preparing exit checklist and papers for the employees resigned/ terminated.

· Conducting exit Interviews and take feedback from the leaving employees.

· Preparing and analysis of the exit report and present the same to management and help them to identify Gaps.

Other duties:

· Conducting employee surveys through Survey Monkey to help management getting feedback from the staff to fill the gaps.

· Preparing different letters, certificates and NOC in English and Arabic for our staff upon request.

· Formulating policies and procedures and implement the same post management approval.

Kelly Services, Inc. (NASDAQ: KELYA, KELYB), founded the temporary staffing industry in 1946, and has maintained a leadership position through the years based on a valuable premise: we invest in people. Today that focus benefits our customers wherever they operate around the globe in a growing number of specialized fields. And we’ll continue to meet the evolving challenges of workforce flexibility with staffing solutions tailored to your precise business needs, both locally and worldwide.

Recruitment Consultant – 2013 - 2014
Key Responsibilities: Recruitment Delivery, Candidate Management

· Experience includes identifying client’s core competencies, developing & implementing traditional & non - traditional sourcing strategies, pre-screening, research and company mapping, skill mapping for niche and super niche requirements.

· Responsible for hiring in following Domains - Data Analytics, Advanced Analytics, BIG Data Analytics, Investment Banking, Investment Research, SCM, Supply Chain Management, Quality Management, Six Sigma, Management Consulting and FP&A domain across levels.

· Expertise in Mid-Level and Leadership hiring.
· Meeting Active and Passive Candidates regularly to maintain relationships and building strong referral network and converting passive candidates to probable hires.

· Sourcing Techniques: Job Portals, Job Boards, Social Networking sites like LinkedIn, Facebook, Twitter, Head Hunting, Referrals.

· Preparing, maintaining and updating MIS reports, Revenue Forecasting.

· Adaptable & flexible to work on different requirements & with effective time management.

Pylon Management Consulting, is a Boutique Search firm based out of Bangalore, India. It was founded in early 2004 and is promoted by alumni of IIT Delhi, IIT Mumbai & PEC-Chandigarh. It provides highly specialized services in the domain of Human Resources Management.

Staffing Specialist, 2010 - 2012

Role and Responsibilities:
· Involved in the end to end recruitment cycle - meeting the clients’ requirements analysis, sourcing the candidates, follow up with the joining dates.

· Understanding the recruitment strategy for each requirement and select the suitable channel of recruitment.

· Understanding the technicalities of the requirements and accordingly identifying the resume that best suits the client requirements.

· Sourcing CV's by various means like Job Portals, Referrals, and Existing Database. etc.

· Preliminary screening of CV's done to check various aspects like candidates qualification, current company, job location & to discard job hoppers.

· Conducting preliminary telephonic discussion with the candidate to check his interest and availability, reasons for change, and salary expectation.

· Scheduling the short listed candidates.

· Ensuring that these candidates turn up at the venue by making repeated reminder calls.

· Constant follow up with the candidate post interviews and updating him about his status.

· Networking and gathering references from the candidates.

· Timely communication and co-ordination with all the clients during various recruitment drives held at various cities.

· Ensuring that the candidate joins company after the offer is made.

· Communicate to the client, in case there is a mis-match with the candidate’s expectations.

Project Intern- ‘Employee Absenteeism’ – BWSSB Bangalore

The project being concentrated on the study of employees’ absenteeism at Bangalore Water Supply and Sewerage Board. The data gathered regarding employee absenteeism for six months at Bangalore Water Supply and Sewerage Board, there has been an increasing trend in overall absenteeism rate. Keeping this in mind, the project was undertaken to identify the causes of absenteeism and its intensity with special reference to chronic absentees over six months. Research was carried out through administering direct personal interviews with authorities concerned and with the help of structured questionnaires. Data gathered was analyzed using structured technique in order to draft the recommendation, suggestion and implications.

Education
Visvesvaraya Technological University — KARNATAKA
Master of Business Administration – Human Resources 2010
Achievements
· Awarded ‘Ace Achiever of the Month’ for September and October 2013

· Qualified for the most prestigious Award – TOPS (Truly Outstanding and Performance Standard) Award for H2 2013.

· Awarded ‘Star of the Month’ for January, May, and July & August 2014.
                                                                                              Computer Skills
· MS Office (Word, Excel, PowerPoint, Access, Outlook) Indesign (Basic)
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