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RESUME
	REJEESH

	

	
	
	

	REJEESH.351844@2freemail.com 

	


	OBJECTIVE:


To obtain a challenging position in a reputed organization, which expect high level of performance and commitment from its employees, where I can continue to make a positive contribution and good growth, oriented environment and leverage my technical, analytical, communication and business skills with a real passion and ability to produce results efficiently and effectively. 
	EDUCATIONAL QUALIFICATION :


Master Degree (I T and Business Management).
	PROFESSIONAL SNAPSHOT  :


	·  Professional Experience   
	: 12 Years - Human Resource and Administration.



	·  Educational Qualification
	: Master Degree.


	·  Course Specialization
	: Human Resource Management, Financial Management.         : Information Technology, Marketing Management.


	·  Awards
	: Best Employee of the Year.
: Best Employee of the Month.



	·  Training
	: ISO 9001: 2000 Internal Auditor Training


	·  Skills   
	: Human Resource Policy & Procedures.                     
  : Human Resource Planning (HRP) & Budgeting. 
  : Human Resource Auditing and Evaluation.

  : Disciplinary Actions & U.A.E Labour Law.

  : Performance Management & Report writing skills.
  : Compensation Management System      
  

	·  Languages known
	: English, Hindi, Urdu, Tamil & Malayalam.


	COMPUTER PROFICIENCY:   


	Operating System    
	: Windows 10, Windows XP Professional.

	Tools & Packages   
	: M.S Office, Oracle, Web Page Designing Tools.


	Software Known      
	: Adobe Photoshop, Director 6.0, Primavera       


	Professional Experience: 12 Years In Human Resource Management



1. SIMI Contracting L.L.C, Dubai, U.A.E                                              [Oct 2016– Till Date]
        (An ISO 9001:2008 Certified Company.)       
SIMI Contracting L.L.C is a leading infrastructure development company in UAE SIMI contracting has been operating since 1995 through a comprehensive regional network throughout the UAE. 
HR Manager.
Functions and Responsibilities:                                   Department: HR & Administration.
· Developing and Administering HR Policy & Procedures, HR Planning and Budgeting. 
· Conducting and Analyzing HR Auditing and Evaluations.
· Leading and Directing the Human Resource team to deliver a comprehensive HR service to the business.

· Planning, Organizing and Controlling the activities & actions of the HR department.
· Develop and Implement HR Systems, HR Strategies and initiatives aligned with the overall business strategy.

· Developing and Monitoring HR Goals, Objectives and KPIs. 

· Overseeing:

· Manpower Planning and Budgeting.
· Job Analysis and Job Description 
· Recruitment and Retention: managing talent and succession planning; taking overall responsibility for recruitment activity and campaigns.
· Selection and Placement procedures.
· Employment Visa procedures & Ministerial Approvals-MOL & Immigration.
· Probation Procedures and Evaluation. 
· Induction ,Orientation and Employee relations counseling

· Reinstatement and Re-Employment
· Implementing and Monitoring the Compensation and Benefits System.
· Developing, Implementing and Updating the Employee Grading System. 

· Developing, Analyzing and Updating the company’s Salary Budget.
· Learning and development: providing guidance on development for managers and their teams

· Training: Implementing the training and development plan; Identify training needs to apply and monitor Training programs.

· Developing and Analyzing the Performance Appraisal & Employee Evaluation System.
· Maintaining affirmative action programs

· Support current and future business needs through the development, engagement, motivation and preservation of human capital.
· Bridge Management and Employee relations- Managing Employee absenteeism, sickness Employee requests and Grievances.
· Disciplinary Actions & UAE Labour Law-Federal Law No. (8) Of 1980.
· Ensure legal compliance throughout Human Resource Management.

· Overseeing Exit interviews, Separation Procedures and End of Service Benefits.

· Report to management and provide decision support through HR metrics.

 2. Al Sarh Contracting L.L.C, Dubai, U.A.E                                       [Aug 2015– Oct 2016]
       (An ISO 9001:2008 Certified Company.)       
Al Sarh Contracting is a dynamic and progressive organization that has grown to become one of the leading construction companies in the UAE. Al Sarh contracting has been operating since 1995 through a comprehensive regional network throughout the UAE.                                 

Senior HR Officer.

Functions and Responsibilities:                                Department: HR & Administration.
· Human Resource Policy & Procedures, Human Resource Forms and Formats.
· Human Resource Planning (HRP) & Budgeting. 

· Human Resource Auditing and Evaluation.

· Human Resource Development System.

· Performance Management System

· Employee Evaluation and Performance Appraisal.
· KPIs and SMART Goals.

· Job Evaluation and Grading.
· Training and Development.

· Employment Procedures.

· Manpower Planning and Budgeting.
· Job Analysis and Job Description.
· Recruitment and Selection Procedures.

· Visa and Ministerial Approvals.

· Placement and Probation Procedures. 
· Induction and Orientation

· Reinstatement and Re-Employment
· Disciplinary Actions & U.A.E Labour Law.

· Warning Letters and Other Disciplinary Actions.

· Employment Termination Procedures.

· Separation Procedures.
· Exit Interviews.

· Clearance Procedures.

· Preparation of Final Settlement/Liquidation.

· Employment Cancellation Procedures.   

· Compensation Management System

· Leave Benefits.

· End of Service Remuneration.

· Social Security Measures.
· Compensation for Labour Accidents and Occupational Diseases.

· Maternity and Sickness Benefits.

· Employee’s Welfare and Development System.
· Employee Motivation.

· Hearing and Resolving Employee requests and Grievances.

· Psychological Counseling.

 3. Kingdom Group of Co W.L.L, Kingdom of Bahrain.              [Aug 2006–June 2014]
       (An ISO 9001:2008 Certified Company.)                                             

        Ready mix, Blocks, Asphalt, Precast & Marine Sand.


The Kingdom group of companies is a Bahrain based large-scale venture with a variety of products and services catering to the specific needs of the construction community founded in the year 2002. The entire group is 100% owned Bahrain firm consists of five legal standalone legal organizations. 
HR & Administration Officer.

Functions and Responsibilities:                                  Department: HR & Administration.
· Employment Procedures.

· Manpower Planning and Budgeting.

· Job Analysis and Job Description.

· Recruitment and Selection Procedures.

· Visa and Ministerial Approvals.

· Placement and Probation Procedures.

· Induction and Orientation

· Human Resource Development System.

· Performance Management System

· Employee Evaluation and Performance Appraisal.

· Job Evaluation and Grading.

· Training and Development.

· Separation Procedures.

· Exit Interviews.

· Clearance Procedures.

· Preparation of Final Settlement/Liquidation.

· Employment Cancellation Procedures.   

· Compensation Management System

· Payroll Management System.

· Leave Benefits.

· End of Service Remuneration.

· Social Security Measures.

· Compensation for Labour Accidents and Occupational Diseases.

· Maternity and Sickness Benefits.

· Knowledge of Policy and Procedures.

· Preparation of periodical Reports for H.R & Admin Dept.

· Control of Documents and records for precisely according to Q M S requirements.
· Reporting non-conformance and establish and implementation of corrective preventive actions.

· Preparation of Documents for ISO 9001: 2008 Internal Auditing.
· Follow-up and closing of NCRs on stipulated time frame.
· Preparation of Internal Audit reports with suggestions and recommendations.
4. M/S. Arban Contracting S.P.C, Kingdom Of Bahrain             [Aug 2004 –July 2006]
     General Building Contractors                                                                                                                                                           
The Arban Contracting is one of a leading construction company in the field of trading and high raise building contraction in the Island.
Personnel & Administration Officer
· Performance Management System-Employee Evaluation and Appraisal.
· Compensation Management System-Employees Benefits such as Leave, End of Service Benefits.
· HR Development System-Training and Development.

· Knowledge of Policy and Procedures.
· Recruitment and Selection Process.
· Payroll Management System.
· Thorough knowledge of Disciplinary Actions & Labour Law
· Preparation of periodical Reports for H.R & Admin Dept.
· Well acquainted with all administration affairs.
· Internal and External correspondence for H.R & Admin Dept.

	CERTIFICATES AND ACHIEVEMENTS :


· ISO 9001:2000 Internal Auditor Training - Certification: TUV THURINGEN e.V, Germany.
· Diploma in Computer Hardware and Networks.

· Diploma in Advanced Software Technology. 
	ACADEMICS:


	Degree
	Board/University
	       Period
	Specialization
	% of Marks

	
	
	From
	   To
	
	

	Master Degree
	Periyar University

Tamilnadu, India
	 2000
	 2002
	IT & Business Management
	72.5

	B.Sc
	Mahatma Gandhi University Kerala, India
	 1997
	 2000
	Mathematics, Physics,Statistics
	70.4


	PERSONAL INFORMATION:   


	Date of Birth
	: 20th April 1979

	Marital Status
	: Married.

	Nationality
	: Indian

	
	


	DECLARATION:   


I hereby declare that the above information are true, complete and correct to the best of my knowledge.       
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