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Prashant 
Objective
Seeking assignments in Human Resource Management/Admin/Operations Management, on Management level with an organisation of repute in Hospitality, FMCG, Manufacturing &Industrial, Healthcare and Travels & Tourism Sectors or any other sector
                                                                                     Location preference: UAE /Bahrain/Canada/Qatar
Personal Summery &Snapshot
With 15 plus years of qualitative experience encompassing Human Resource Management, Operations &General Administration in the Hospitality, FMCG, Manufacturing& Industrial, Healthcare and Travels& Tourism Industries. I have a proven track record of creating and developing procedures, HR & Operational, Admin, Travel policies, Employee’s Grade and benefit Chart and employee handbook, planning & implementing effective control measures to reduce running costs of the business and I have been Managing a smooth and effective HR department with my skills and expertise.
Areas of Expertise

Recruitment & Team Building, Employee relations & engagement, Organization Development,Compensation & Benefits Design,Training & Development,HR Policy Design,Operations Management,Staff Retention, Performance Management, Disciplinary Matters, Planning&Budgeting,Succession Planning, HR Management, Change Management, Payroll Management, Set up HR Dept., Labour Law expertise.
Key Skills and Competencies

· An effective Negotiation and Diplomatic skills and expertise in People Management.

· An effective communicator with excellent interpersonal & relationship management skills. 

· Expertise in managing employer & employee relations. 

· Excellent communication skills, Problem solving and Interpersonal Skills.

· A professional and commercial approach to HR, with the ability to deliver high employee satisfaction, appropriate development and reward for individuals.

· Getting employees to change their attitudes and accept any changes that the Company is making.
· Improving employee morale and resolving staff dispute and grievance.
· Decisive thinker and skilled influencer.
Professional Experience
DEVELOPMENT LLC-(Group of Hospitality, Healthcare&FMCG divisions)-Dubai, Since May-2014 till May 2016. Group HRManager                  
Highlights& Responsibilities: 
· Managing all the divisions of Group.
· Maintains and enhances the organization’s Human Resources by planning, implementing and evaluating employee relations.Creating job descriptions for all the staff.

· Lead and direct the Human Resource team to deliver a comprehensive HR service to the business.
· Expert in building a strong team of professionals.
· Preparing the monthly payroll for all the divisions by Microsoft Nav HR and payroll software.
· Selecting and recruiting the workforce and providing them induction & training.
· Developing KPIs, conducting appraisals, promotions and disciplinary actions.
· Preparing staff budget for each division with finance department & forecasting the HR Budget.
· Developing and implementing HR policies and procedures and staff counselling.
· Planning Annual leave, ticketing and preparing leave settlements and EOS settlement of employees.

· Handling visas and legal issues.Expert in Asset management, inventory control & finalizing office supplies, renewals of trade licenses and other lease agreements.

PizzaExpress& JAZZ@PIZZAEXPRESS(9 Outlets)- Dubai & Fujairah, UAE, Since Aug-2010 till May-2014. Human Resource Manager-(3 Years & 9 Months)
Highlights:                                                                                                             
· Managing team of 200 members.
· Finalising and preparing the attendance and payroll of staff and conducting the manager’s appraisals. 
· Using the modern HR and payroll software with finger print system.
· Handling of all the print media and tracking the competitor analysis.
· Hiring and selecting and recruiting the workforce and providing them training.
· Maintaining the records of the appraisal, promotions and disciplinary actions.
· Preparing staff budget for each outlet with finance department & Forecasting the HR Budget.
· Developing and implementing HR policies and procedures and staff counselling.
· Reporting to the Directors and assisting them.
Responsibilities:
· Recruitment: Handling complete recruitment process including screening of CVs, arranging interviews, coordinating with Department Managers for final feedback, coordinating with short listed and rejected candidates, reference check for the selected candidates, preparing offer letters, welcome kit and coordinating with the candidate and the internal staff for the joining formalities.
· Payroll: Preparing monthly payroll with HR Software based on the Wage Protection System (WPS).
· Life & Medical Insurance:Handling complete process of Medical Insurance which includes policy renewal, negotiation on premiums, addition and deletion of members, reimbursement claims etc.
· On Boarding system & Staff Accommodation: Handling and organizing on boarding system for new joins and allotting accommodation and related stuff to them.
· Performance Management: Preparing the assessment tools for Quarterly appraisal (360 degree feedback) and Year-end performance appraisals. Maintained confidentiality in each process.
· Visa and Legal issues: Monitoring the tasks of the PRO and making sure that the visa issues are completed (legally) on time.
· Conducting Exit Interviews: To meet all the resigned employees and understand their point of view which would have not been highlighted clearly on the exit interview form.
· EOSB Calculation: Calculating the End of Service Benefits amount and coordinating the Accounts department.
· Employee Database: Creating and maintaining Employee information/documents (leave records, warnings, personal information etc) in their personal files as well as on the HRIS Software.
· Vacation & Ticket planning- Making yearly vacation plan and leave settlements for all the employees and arranging the tickets at best prices.
· Budgets: Preparing branch wise yearly budget for staffing and budget for renewals of work permit, visas and food handler cards.
· Free Zone Visas:Apart from handling Labour visas, I have strong knowledge of visa process in Free Zone.
The Rupee Room Group of Companies (UK based Group 8 outlets), Dubai, UA
E, Since Jan’06-Aug’10, HR/Operation Manager, Admin (4 Years & 7 Months)  
Highlights:
· Managing the team of 150 members.
· Handling the Market Scenario, Competition, Budgeting and Forecasting.
· Handling of all the print media and tracking the competitor analysis.
· Hiring and selecting and recruiting the workforce and providing them training.
· Maintaining the records of the appraisal, promotions and disciplinary actions.
· Monitoring and forecasting the sales performance and allocating the budgets.
· Overseeing the correspondence with all major newspapers magazines and other media personals.
· Monitored and overlooked Accounts and Admin departments.
· Dealing with suppliers and negotiating for best prices and getting new suppliers. 
· Responsible for cost control, inventory and closing stock for all the outlets.
· Played important and key role in openings of new outlets and remained the part of pre-opening team.
· Preparing the monthly and yearly reports of finance and overall sales and expenses.
· Experience of new opening of 7 new outlets in Dubai and Ras Al Khaima. 
· Overlooking Visa procedures and renewals of visas.
· Accommodating new employees and providing them trainings.
· Planning vacations for all employees and preparing the leave settlements. 
· Handling and solving employee’s disputes 
Apple Country Resorts, Manali, Himachal Pradesh, India- 4 Star Category Hotel
Oct’03-Dec’05, Front Office Manager-(2 Years & 2 Months)
Highlights:                        
· Ensured consistency in the Front Office and Housekeeping activities.
· Managed the computerized and manual reservation systems and thus training the staff about it.
· Set high standards for ensuring high level of services and high level of food for the customers.
· Maintained the records for all inventories are accurate and submitted in time.
· Guaranteed that the linen, uniforms, manager rooms are kept clean and tidy at all times. adjusting the tariffs for different season and special occasion.
· Assured the timely implementation of fair employee appraisal system in order to keep every members performance records and also to create an environment of competition in a positive manner and achieve all the budget and targets.
· Provided on the job trainings to staff by giving them tasks daily & enforced fair employee discipline.
· Planned well in advance for any important occasions or special reservations in terms of menus or any special arrangements.
· Handled the Lobby ambience and lobby guests.
· Made sure of allotment of rooms as per the reservations and the accuracy of bills.
· Organised sightseeing of groups and all their arrangement along with billing process along with managing the requirements of conferences and seminars.
Front Office ExecutiveKufri Holiday Resort Shimla, Himachal Pradesh, India, 4 Star Category Hotel, Dec’00-Sep’03, Front Office Executive-(2 Years & 9 Months)
Growth Path:
Front Office Assistant 

Dec’00-Jun’01
Reservation Co-ordinator 
Jul’01- Dec’01
Front Office Executive 

Jan’02-Sep’03
Highlights:
· Ensured that all the rooms, lobby and the dining halls are set up properly and all reservations are properly maintained in the reservation book. 
· Completed the monthly report for the front office, cash & bank transaction process.
· Prepared the training plans and sessions in a regular basis.
· Assured about the accuracy of check in, checkout and billing process.
· Adjusted tariffs for different season and special occasion.
· Monitored daily receipt and purchase of food and miscellaneous goods, resolve guest complaints.
· Providing Management Support and Information.
· Monitored workflow and records.
Industrial Training
Organisation:
Hotel Holiday Home, 4 Star Hotel, Unit of Himachal Pradesh Tourism Development Corporation, Shimla, Himachal Pradesh, India, Duration:

May’00-Dec’00
Role:
Worked in Front Office, Housekeeping and Food & Beverage Departments during this training period and was recognized by giving a certificate of performance.
Personal Details

Date of Birth:

21st November 1976,

Visa Status:

Residence Visa (Transferable)

Linguistics Abilities:
English, Hindi, Urdu and Punjabi 

Driving Skill:               Valid UAE Car License (Automatic)  
Academic Credentials
2000

Masters in English Literature from University of Himachal Pradesh, Shimla, India

1997

Bachelor Degree from Govt. DegreeCollegeSanjauli, Shimla, Himachal Pradesh, India

2000
PG Diploma in Accommodation Operation and Management from the Institute of Hotel Management, Catering and Nutrition (Pusa), Kufri, Shimla, Himachal Pradesh, India
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