TANVEER 
Tanveer.306344@2freemail.com 

HUMAN RESOURCE CONSULTANT


· A qualified human resource professional offering a core relevant HR and Administrative experience of more then 06 years in India & Gulf.
· Extensive background in general HR affairs, including experience in employee recruitment and retention, staff development, conflict resolution, benefits and compensation, HR records management, HR policies development and legal compliance.
· Expert in developing teambuilding programs, and writing personnel manuals, corporate policies, job descriptions and management reports. 

HR SKILLS


· Staff Recruitment & Retention,                           Benefits Administration
· Orientation & On-Boarding,                               HR Program/Project Management
· Training & Development,                                   Alternative Dispute Resolution (ADR)                        

· Performance Management,                                  Employee Relations                  

· Organizational Development,                              Employee Engagement Activities
PROFESSIONAL EXPERIENCE

Al Fowriya Trading & Contracting W.L.L - Doha, Qatar
A Grade “A” construction company in Qatar specialized in civil works in the public and private sector.
Senior HR & Administration Officer
(Since April - 2010 to present)
Duties & Responsibilities:

· Overall In- charge of the company recruitments, developing job descriptions and person specifications, preparing job adverts, checking application forms, short listing, interviewing and preparing the offer letters/contracts for the selected candidates.
· Manage Manpower Resources for the projects as per requirements of the project managers.
· Coordinate with local and overseas recruitment agencies to fulfil the necessary manpower requirements of the company in time.
· Organize resources including equipment and vehicles as per project requirements.
· Liaison with the project and construction managers on deployment of required resources for the projects sites.

· Cost controlling of the resources within allocated budgets.

· Analysing training needs in conjunction with departmental managers & arranging it accordingly.
· Developing & improving existing HR procedures and processes.

· Prepare memos and correspondences, including hiring forms, certificate of employment, clearances, etc.
· Review the proper administration and implementation of agreed benefits accorded to employees.
· Review/check payroll related matters.
· Maintain open communication with employees of the organization to ensure industrial peace; provided management with timely feedback on key employee issues and concerns and recommend actions.
· Conduct investigation to the incident happened to know the root cause and implement risk mitigation plans to ensure proper safety.
· Monitor employees, such as keeping track of daily attendance, coordinates scheduled absences like vacation and sick leave.

· Administer memos and other correspondences to all concerned employees including

    suspension memo, written warning, change of schedule, etc.
· Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems.

· Analyze and modify compensation and benefits policies to establish competitive programs and ensure compliance with legal requirements.
· Preparing the monthly payroll reports.

· Developing policies on issues such as working conditions, performance management, disciplinary procedures and absence management.

· Advising on pay and other remuneration issues, including promotions.

· Undertaking regular salary reviews.

· Administering payroll and maintaining records relating to staff.
· Dealing with grievances and implementing disciplinary procedures.
· Active member of the ISO team within the organization for standard implementation and compliance.
Hotel Grand Mumtaz  - Srinagar, India
                A leading 4-star hotel in J&K Srinagar
HR-Executive
(Sept-2009 to March-2010)
Job Responsibilities:

· Reviewing resumes, conducting the preliminary interviews & providing the feedback to the HR Manager for further proceedings.
· Preparing letters such as offer and confirmation.
· Maintaining HR records related to compensation, health and medical insurance.
· Handling insurance-related issues.
· Training new or existing employees.
· Preparation of monthly salary statement.
· Handling the full and final settlement of the employees.
· Preparing and submitting all relevant HR letters/documents/certificates as per the requirement of employees in consultation with the management.
· Recording, maintaining and monitoring attendance to ensure employee punctuality.
· Maintaining and regularly updating master database (personal file, personal database, etc.) of each employee.
· Implementing and administering performance management processes as per the PMS policy and timelines.
· Conducting exit interviews for employees and recording them accordingly.


EDUCATIONAL QUALIFICATIONS

Masters in Business Administration

Jamia Hamdard University

New Delhi, India

July 2009

              SPECIALIZATION IN “HUMAN RESOURCE AND MARKETING MANAGEMENT”
Bachelors Degree in Information Technology

Indira-Gandhi National Open University

New Delhi, India

June 2006

Higher National Diploma (HND) in Multimedia and Computing

Edexcel Foundation

London

June 2005



TRAINING/INTERNSHIP PROGRAMMES

· Have successfully completed the (06) weeks Summer Internship programme in “Jammu and Kashmir Bank Ltd” India on Training & Development of Employees.
· Actively participated in the ISO workshop on “Auditing Quality Management” system based on ISO 9001:2015.
· Participated in the ISO “Integrated Management Transition” course based on the requirements of ISO 9001:2015 & 14001:2015.

OTHER SKILLS
· Offers excellent communication skills.

· Advanced knowledge of computers. 

· Team player.

· Good interpersonal & team building skills.
STRENGTH:
Hardworking obedience and preserving endowed with good analytical ability and commitment to time. Fast at learning and implementing the newly acquired knowledge.


PERSONAL DETAILS

Date of Birth:                  15TH Oct-1982
Languages Known:        English, Urdu, Hindi & Arabic

Marital Status:                Married

Nationality:                      Indian
Passport Expiry:            21-09-2026   
Visa Status:                    Residence visa (NOC Available)
Driving License:
           Holding a valid Qatar light vehicle License 

Declaration
I herby declare that above mentioned information is true to the best of my knowledge the original of all documents will be presented when and where required.
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