FARHAT NIZAR MAVANI
Human Resources / Recruitment Officer
· Extensive background in HR generalist affairs, including experience in employee recruitment and retention, staff development, mediation, conflict resolution, benefits and compensation, HR records management, HR policies development and legal compliance.
· Demonstrated success in negotiating win-win compromises, developing teambuilding programs, and writing personnel manuals, corporate policies, job descriptions and management reports.  

HR Skills
	· HR Department Startup
· Employment Law

· Mediation & Advocacy

· HR Policies & Procedures
	· Staff Recruitment & Retention

· Employee Relations
· Alternative Dispute Resolution (ADR)

· Benefits Administration
	· Orientation & On-Boarding

· HRIS Technologies

· Training & Development

· Performance Management




Professional Experience

— Dubai, UAE
Company into Banking Collection & Telecom. 
HR Coordinator, Aug 2011 to Feb 2013 (went for maternity), rejoined May 2015 to March 2016
Recruited to help open new company branch in Dubai, guiding the startup and management of a full spectrum of HR operations, systems and programs. Worked with senior management to create HR policies and procedures; recruit employees; create group benefits databases; and develop orientation, training and incentive programs. Manage leave-of-absence programs and personnel records; administer benefits enrollment and programs; administer HR budget; and handle OH&S issues. (Process got closed, transferred as HR)
Key Results:
· Negotiated approximately 50 salary offers and dozens of sign-on bonuses/relocation packages annually at both the exempt and nonexempt level.
· Managing employee manual covering issues including disciplinary procedures, code of conduct, policy and benefits information.

· Revised job descriptions across all levels and interviewed employees to construct an accurate picture of the duties and skills required for each position.
· Helped coordinate dozens of recruitment Consultancy that contributed to consistently high enrollment levels.

· Helping Payroll team with monthly attendance. 
· Co-developed company’s standardized disciplinary procedures and tracking system that insulated company from legal risk and ensured consistent and fair discipline processes.
· Devised creative and cost-effective incentive and morale-boosting programs (including special events and a tiered awards structure) that increased employee satisfaction and productivity.

· Reworked new-hire orientation program to include HR information and company resources.
· Coordinating with the PRO of the company for all visa related works.
· Handling Visa issuing, cancellation, etc.  
	 
	(  Page Two


Professional Experience (continued)
PathProviderz Consultancy Pvt. Ltd — Mumbai, India
A recruitment Consultancy, Local and Oversea. 
Manager Operations, Feb 15 2010 to July 2011
Intermediary between clients looking to recruit talents and professional jobseekers seeking a          career move.

Key Results:

        2 core elements to the role:
        Candidate Management. 
· Source, identify and educate candidates on current job opportunities. 
· Provide career advice and guidance. 
· Preparing candidates for client interview. 
· Follow up from interview through to offer and beyond. 
· Maintenance of candidate database. 
· Client Management. 
· Introduction of candidates to clients. 
· Develop long term business rapport and trusted working relationship with clients. 
· Managing long term and short term recruitment campaigns on behalf of clients. 
· Manage full spectrum of recruitment and that includes candidate sourcing and screening, interviewing and short listing, performance feedback and offer negotiation. 
· Provide market knowledge and advice to clients. 
· Retained executive search for leadership roles 
· Interaction with the top level management 
Professional Experience (continued)
·  Worked with Acubes Solutions Pvt. Ltd. As” HR Recruiter” Since December 2009 to Feb2010 (Recruitment Process closed).

· Was working with Shanghvi & Associate Consultant Pvt. Ltd. as “HR Executive” From     September 2008 to May 2009.
· Corporate Manpower Solutions as Recruitment Consultant from August 2007 to First week of February 2008
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Education & Certifications
Mumbai University — India
Bachelor of Arts (BA) 
Of Note

· Date of Birth:
            
24th December 1986.

· Sex:



Female. 

· Marital Status:
            
Married.

Computer Skills:
· MS Office (Word, Excel, PowerPoint, Access, Outlook)
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