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	Over 13 years of HR experience in the Corporate Sector, covering the entire gamut of functions related to Human Resource Management, Recruitment, Training, HR Processes, Payroll and Employee Relations in India and the UAE.
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	· Academically proficient with a Master’s in Business Administration (MBA), Madurai Kamraj University, India
· Academically proficient with a Bachelor’s in Business Management (BBM), Mangalore University, India
· Certified Human Resource Professional (CHRP) Accredited to ACI  
· Excellent interpersonal and communicational skills.

· Proven ability in multitasking, prioritizing and meeting critical deadlines within budgetary guidelines.

· Technical skills - MS-Office, Payroll Software (COINS, PaySoft, CivilSoft)

	 SHAPE  \* MERGEFORMAT 




	A position as Senior HR personnel in an organization that would permit me an opportunity to effectively utilize my knowledge of UAE HR processes / procedures, employee recruitment, job descriptions and recruitments, payroll administration, employee relations, training and development.

	 SHAPE  \* MERGEFORMAT 



· ABU DHABI – Aug’10  - Jan’ 16                
    Sr. HR and Admin Officer

•A key member in developing, managing, updating and act as the custodian for the HR & admin policy manual. Publish/communicate any changes in the policy document (additions/deletions/other significant changes) to the employees. 

•Assist departmental heads with advertising for new positions, manage all applications received and interview arrangements and assist with interviews. 

•Coordinating with Recruitment Agencies, sourcing the best talent from diverse sources (Internal/References/advertisement/consultants); conducting interview sessions with candidates. 

•Payroll master data - Basic Salary, Payroll earnings and deductions. 

•Control, monitor and update absenteeism, annual leave / sick leave credits of employees 

•Leave applications, Scheduling, return from leave and short leave 

•Co-ordinate and extend support to various teams and departments to ensure on time completion of work across the organization. 

       •Involved in handling promotions, transfers, and annual revisions, full and final settlements. 

· Handling Performance Appraisal process & identifying scope for enhancing the same. 

· Ensuring healthy employee-management relations in the organization by encouraging 
employees to voice their opinions, conduct meeting with employees and managers to identify all options for resolutions. 

•Handling grievances and determining that the complaint is substantiated only after hearing from both/ all sides thereby checking other relevant evidence and taking into account any mitigating circumstances 

•Visa, passport, labour card applications and renewals, Drivers license, Visa, Flight tickets, Health insurance cards, Dependants & Passport management, Accommodation, Flight Tickets, other licenses) Managing and maintaining staff personnel records. 

•Arranging fuel cards for company hired vehicles.

· ALDAR LAINGOROURKE CO. L.L.C, ABU DHABI – May’07 to Aug’10 -                            HR and Admin Officer 
 
 •Assist departmental heads with advertising for new positions, manage all applications received    and interview arrangements and assist with interviews. 

•Collate all head count sanctions from all projects and facilitate recruitment as per head count. 

•Coordinating with Recruitment Agencies, sourcing the best talent from diverse sources (Internal/References/advertisement/consultants); conducting interview sessions with candidates. 

•Negotiating salaries, generating offer letters and managing post offer documentation. 

•Manages the induction programmes for all new recruits ensuring a good initial introduction and understanding of relevant organisation norms and processes. 

•Payroll master data - Basic Salary, Payroll earnings and deductions. 

•Leave applications, Scheduling, return from leave and short leave 

•Updating the Manpower details on daily basis. 

•Managing employees/agency daily time record / invoicing. 

•Intimate Line Managers’ when staff completes their probation period and issue letter to staff based on line managers’ recommendation. 

•Handling Performance Appraisal process & identifying scope for enhancing the same. 

•Handling grievances and determining that the complaint is substantiated only after hearing from both/ all sides thereby checking other relevant evidence and taking into account any mitigating circumstances 

•Conduct investigation and issues disciplinary action to employees based on company policy. 

•Visa, passport, labour card applications and renewals, Drivers license, Visa, Flight tickets, Health cards, Dependants & Passport management, Accommodation, Flight Tickets, other licenses) Managing and maintaining staff personnel records. 

•Arranging fuel cards for company hired vehicles.

· GODREJ & BOYCE Mfg. Co. Ltd. (INDIA) Feb ‘05 to April ’07 -                                       Sr. Executive (HR Operations)
•Assist departmental heads with advertising for new positions, manage all applications received and interview arrangements and assist with interviews. 

•Collate all head count sanctions from all projects and facilitate recruitment as per head count. 

•Coordinating with Recruitment Agencies, sourcing the best talent from diverse sources (Internal/References/advertisement/consultants); conducting interview sessions with candidates. 

•Filter speculative applications received for vacant profiles. 
•Negotiating salaries, generating offer letters and managing post offer documentation. 
•Build and maintain a database of candidates, positions wise, grade wise, from prospective

        candidates, walk in, CV’s, references at all times. 

•Generating weekly & monthly recruitment reports. 

•Salary increases, adjustments, pay rate splits and back-dated options 

•Control, monitor and update absenteeism annual leave / sick leave credits of employees 

•Leave applications, Scheduling, return from leave and short leave 

•Co-ordinate and extend support to various teams and departments to ensure on time completion of work across the organization. 

•Involved in handling promotions, transfers, and annual revisions, full and final settlements. 

•Handling grievances and determining that the complaint is substantiated only after hearing from both/ all sides thereby checking other relevant evidence and taking into account any mitigating circumstances 

•Identify employee needs based on the present situation and propose to the management.

· ICICI LTD. (INDIA) Sept ‘03 to Dec ‘04 -  Sr. Relationship Executive
•Ensuring healthy employee-management relations in the organization by encouraging employees to voice their opinions, conduct meeting with employees and managers to identify all options for resolutions. 

•Handling grievances and determining that the complaint is substantiated only after hearing from both/ all sides thereby checking other relevant evidence and taking into account any mitigating circumstances 

•Identify employee needs based on the present situation and propose to the management. 

•Conduct investigation and issues disciplinary action to employees based on company policy. 

•Co-ordinate and extend support to various teams and departments to ensure on time completion of work across the organization. 

•Maintain management and employees skills by training plans 

•Manages the induction programmes for all new recruits ensuring a good initial introduction and understanding of relevant organisation norms and processes. 

•Develop and implement grading structure and provides assistance in conducting performance review and establish appropriate and equitable compensation structure.
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	· Office Health and Safety 

· Developing Interpersonal Effectiveness

· Organizational Skills

· Communicating with Precision

· Problems and Decision Analysis
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Job Seeker First Name / CV No: 1801872
Click to send CV No & get contact details of candidate
 [image: image7.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




JACOB KOSHY








CAREER SYNOPSIS 





SUMMARY OF       PROFICENCY





CAREER ASPIRATION 





WORK EXPERIENCE	








TRAININGS/WORSHOPS/ SEMINARS ATTENDED





PERSONAL DETAILS










