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PROFESSIONAL PROFILE

· An accomplished Human Resources Executive having 9 years of experience with proven expertise in policy and procedure, recruiting and hiring practices, personnel development, retention approaches, legal compliance issues, managerial support, labor relations and negotiations
· Having skills to build co-ordinal employee-employer relations, performance improvement & contribute towards the growth of an organization.

· An effective communicator, Problem solving organizational abilities, posses a flexible & detail oriented attitude.

PERSONAL STRENGTHS

· Performance driven

· Adept at Multi-tasking 
· Good Employees Handling Capabilities

· Comfortable with independent as well as team working environments

· Quick learning & Implementation abilities
AREAS OF EXPOSURE/EXPERTISE 

H.R. Information System 
· Managing H.R. data base with E-code system for prompt clear data availability in short time
· Monitors labour permits, visa expiration, Recruitments and Solutions timely to avoid legal issues and fines

Health Insurances
· Managing medical and life insurance issues

· Process claims of employees both for life and medical, coordinate with insurance company for timely payment 

Employee / Authorities Relationship Management 

· Ensuring authorities satisfaction by seeking constant feedback, thereby maintaining successful relationship with the customers. 

· Ensuring employees satisfaction by timely feedback, clarifications thereby maintaining healthy relationship with the employees
Booking & Reservation

· Managing ticket booking & reservations for business trips, annual leaves, visa change, and/or cancellations, arrangement of e-ticket in time to have best and economical solutions

ORGANIZATIONAL DETAILS

· Al Wasit Roads Contracting LLC, Dubai (2007 – till date )

Al Wasit Group of Companies is one of the largest providers of machinery, equipment and construction services. Moreover, our services span Middle East and East Africa Al Wasit Roads Contracting LLC is a part of Al Wasit Group for construction services


Designation: Human Resources Executive 

Notable Contributions 
HR Information System-Orion

· Ensures integrity of HR Orion database through regular updating; E-Code creation. entering employee information in the system immediately upon receipt of the employees file; Effect changes in Orion relative to employee information as a result of movements, changes in salary data, job grade and employment status; 
· Makes recommendations regarding improvements / enhancements to be made on the system; Monitors labour permits & visa expiration for employees and prompt the Recruitments & Solutions in-charge of the same to ensure that no labour permits or visa has expired unnoticed and unmonitored.

Records

· Employees file custodian, Implements and maintains employees file system to avoid loss of file and to monitor its movements outside the records section.

Leave Processing 

· Process leave application as per UAE law and the company policy. Calculates leave eligibility of employee and verify eligibility to air ticket and/or air passage allowance.

· Communicate issues to individuals or department heads concerning the leave application. Audits leave salary calculation and takes approval of the HR Manager.

Insurance

· Managing all medical and life insurance claims and records and follow up for timely approval and payment 

Clearance Processing & Final Settlement

· Managing exit clearance and final settlement complete procedure in coordination with concern departments 

Booking & Reservation

· Coordinate with the Travel Agency regarding the ticket booking for business trips, annual leaves, visa change, and/or cancellations, LPO, arrangement of e-ticket; Keeps record of the Leave and Ticket availed by the employees both in soft copy & and hard copy for easy reference.

Other tasks

· Handle employment verification and other queries related to employee information; Preparation of Personnel action Form to effect in the employment records of the employees such as salary increments, transfers of employment, change in designation, etc.; Effect changes to the Orion; 
· Prepare and issue notices of show cause Memo & Disciplinary action immediately upon receipt of request from the concerned department manager.

· Validation of the MOL listing against the employee listing extracted from Orion.

· Coordinates with the concerned department for every HR issues encounter from time to time.
· Opening salary account for WPS.
· Dr. Rangnekar’s Pathology Laboratory/ Polyclinic (2005 –2006 )


Designation: Assistant 

Notable Contributions 
· Patient’s Data Management; Maintaining books of accounts; Handling cash payments and tally the accounts at the end of the day; Entry and print-out of Medical Check ups and Pathology test reports.

· M/s Padiyar Investment Consultant (1997 – 2005)
Designation: Coordinator 

Notable Contributions 
· Scheduling appointments; Looking after office Administration; Dealing with Government Investment (Post & Life Insurance); Co-coordinating with Banks & Postal Authority; Following-up with various clients requirement; Handling day to day Petty Cash Accounts and assisting in preparation of Salary; Settling Commissions, Interest with clients; Scrutinizing Client’s Accounts.

ACADEMIC CREDENTIALS

· Diploma in Import & Export from Indian Merchant Chamber (2005), Mumbai

· Expert on Orion payroll system

· Excellent knowledge and good hands of experience on  MS Office – Word, Excel, Power Point

· Internet exchanges

PERSONAL DETAILS

Date of Birth


:      25th September, 1980

Passport Details/Expiry

:      24th November 2025
Visa Status


:      Residence Visa (Sponsored by husband)
Availability


:      Immediate (with 30 days notice period)
Marital Status


:      Married

Languages Known

:      English, Hindi, Konkani, Marathi.
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