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Jenny 

CAREER GOALS:To consistently develop inveterate and superior professional skills and apply the highest ethical values that will result into the growth of cross-functional skills and knowledge in consonance with the growth of the organization.

SKILL SET & COMPETENCIES
· Well organized and have the ability to work discretely with confidential information.

· Self-motivated and confident.

· Ability to work with limited direction and sound ability to multi-task.

· Positive outlook, flexible, with a ‘can-do’ attitude that will support the HR and Admin functions of the company.
· Able to influence, facilitate and implement HR change.
· Willingness to take initiatives and can work under pressure to meet targets.
· Not afraid to take on difficult tasks.
AREAS OF EXPERTISE

· Strategic HR planning
· Performance Management
· Recruitment and Retention
· Attendance and Payroll Administration
· Orientation and on-boarding

· Medical Insurance

· HRIS Management

· Grievance Handling

· HR policies and Procedures

· ERP-Navision-Microsoft Dynamics

· Compensation and Benefits

· Consulate Affairs

· Employee relations 

· UAE Labour Law

PROFESSIONAL EXPERIENCE

Lootah BC Gas LLC –as Human Resources & Admin Supervisor from (11th March 2006 – till date)

Human Resources

· Recruitment - Staffing - Induction - Coordinate with Corporate for new hire requests. Compile applicable CVs according to departmental requirements and job description. Recruit personnel from overseas and locally, which includes liaison with overseas manpower agencies for recruitment terms and conditions, approval of advertisement format, short-listing resumes, arrange interview schedules. Documents verification, negotiating offers, joining forms, visa procedures and travel arrangements for the new hire.
· Orientation, induction for the new staff on board. Arrange ID card, access key, etc and liaising with IT for laptop, mobile, web access, email account, etc. Coordinates with Insurance Company for employees’ insurance and medical card and follow up on the same.
· Keep Track of Employee Passport - Visa– Labour Card Expiry & Renewal.
· Maintain the work structure by updating job requirements and job descriptions for all positions.

· Develop Job Description for a new position & coordinate with the Managers.

· Handling Compliances according to ISO Standards.

· Handling Computation of packages and offer letter and appointment letter generation.
· Designs and creates official forms as and when required.
· Generate MIS reports for issues relating to HR and Personnel administration.

· Developing KPIs for all Human Resources and Administration Department staff and ensure they are met.
· Assist in performance management process, ensure role profiles are accurate, drive the appraisal process for its successful conclusion during probation and annual cycle, review & report outcomes to HR Manager for further analysis & decisions in training, reward & performance management area.

· Oversee staff disciplinary & grievance issues and provide appropriate guidance to line managers for efficient & satisfactory resolution in line with HR policies procedures and undertake suitable measures to aid retention.

· Assist with training needs analysis and provide training co-ordination where appropriate, and keep accurate training records for all employees.
· HRIS design worked on PMS system for the entire Human Resource & Administration Process.
· Maintaining the Data Base and Personal Files of the employees.

· Maintenance of accurate and up to date employee records both paper and electronic in compliance with corporate needs and statutory requirements.

· Maintain high degree ofconfidentiality when dealing with applicants and employee matters related to HR functions.

· Assisting in formulation of HR policies and communicating the same across the organization at all levels.

· Monthly Attendance - Payroll - Leave Plan - Monitor and generate monthly attendance report. Prepare accurate monthly payroll including employee overtime, employee benefits and claims and monthly accruals in respect of employee related payments.

· Human Resources Accounting (HRA)-leave calculation, remuneration updates, preparing end of service dues etc.

· Managing group medical coverage for employees, including premium & benefits negotiation.

· Maintains suitable communication with employees and takes up initiatives to address issues and concerns affectingtheir performance.

· Investigate and follow up on grievances, harassments and disciplinary cases and produce necessaryinvestigation reports with recommendations.

· Work closely with various departments, assisting line managers to understand and implement HR policies and procedures.

· Conducting weekly/monthly HR meetings with team members.

· Initiates & coordinates with IT for effective trouble shooting of all systemic software issues & interfaces between internal users of selected HR related software and IT.

· Exit Formalities, No dues form, repatriation arrangements, ensuring timely departure.

· Follows up with accounts on a monthly basis for all HRA advances approved, relocation allowance, leave salary, tickets reimbursement, school fees, full and final settlement for resigned employees, new joiners cash/HRA advance, deposits, HR Invoice payments to vendors.

· Documentation for Internal Transfers, Bank Loans, NOC, Consulate letters, Increment, Offer letters, service contracts, probations forms and confirmation letters.

Administration

· Arranging for Labour and staff accommodation. 

· Responsible for renewal of Trade Licenses, Tenancy contracts and ensures its validity.
· Monitoring tickets bookings for staff and business travel. 
· Coordinating office meetings and other administrative support as and when required.

· Monitoring bank account opening of new employees and other bank formalities.

· Responsible for maintaining the warehouse properly as per Government of Dubai standards

· Responsible for overall admin related issues.
Fleet Management

· Fleet Allocation and ensuring all the vehicles are installed with tracking device.
· Monitoring vehicle registration, RTA passing, insurance etc. are renewed on time

· Ensuring that all vehicles are in good working condition.

· Maintain logs of the total distance traveled by the vehicles thru GPS.

· Monitor tracking and expenditure records of maintenance work and should maintain work records, job reports, inventory records and trip reports.

· Conduct mid-year and annual performance review.

· Follow all established policy and safety guidelines in workplace.

· Follow company policies and procedures.

Zenta Ltd.Hiranandani Group of Companies & Sanchez Intrepid Capital Partners as a Sr.Executive HR from (1st October 2001 – 1st  January 2006)


Recruitment – Vendor Relationship Management

· Overall as well as individual responsibility for developing and maintaining relations with all consultants to ensure achievement of recruitment target of the team

· Develop new schemes and incentive programs for consultants and ensure timely pay-outs

Recruitment - Process

· Interviewing and Selecting candidates for the entry level and senior level positions 

· Review and Improvisation of the Recruitment Process

· Creation of new testing tools to identify specific skill-sets for key processes

· Define and ensure adherence to Recruitment Process Turnaround Time 

· Liaise with Operations to ensure process specific hiring to reduce the rate of de-selection post Process Training

· Taking care of the Joining formalities along with brief induction programme

· Handling computation of packages and offer letter and appointment letter generation
Employee Referrals

· Develop and maintain relations with Operations Managers, Project Leaders, Team Leaders and Associates for one of the key processes to ensure achievement of monthly targets in recruitment through Employee Referrals

HRIS and IT

· HR representative for design of HRIS for automation of the Recruitment Process, Database Management and MIS Reporting 

Others

· Industry Mapping (Recruitment Process)

· Internal and External Compensation Study and re-structuring of compensation based on analysis of cost implication

· Maintaining Personal Files 

· Handling Exit formalities

· Handling Compliances according to ISO Standards

Mymakaan.com – Real Estate Portal as a Back Office Administrator from (January 2000 to January 2001)

· Develop and maintain relations with the client regarding their property to be registered 

· Maintaining the daily MIS on the property listed. 

· Updating the database and making changes as and when required by the client

· Interview and selecting candidate as per the manpower requirements

PERSONAL DATA

Date of Birth

:
30th June 1978

Visa Status

:
Husband’s Sponsorship (Dubai)

Driving License

:
Valid UAE Driver’s License

Marital Status

:
Married

Languages Known
:
English, Hindi, Marathi (Speak, Read and Write)
EDUCATION

Executive – Master’s in Business Administration in Human Resources from Kaizen Global School of Business Management

Bachelor of Commerce – University of Mumbai
Diploma in Business Management in Human Resources from Kaizen Global School of Business Management

Diploma in Computer Operation – MS Office, Word, Excel, PowerPoint

REFERENCES:Shall be provided on request
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