Sachin 
Sachin.354944@2freemail.com
Job Objective
To pursue a challenging, stimulating and rewarding career opportunity and to achieve sustainable and long term growth of the organization and facilitate the achievement of organization objectives leveraging my talent and capabilities effectively and efficiently. 

Profile Summary
· A multifaceted profile nurtured with experiential learning and diverse development opportunities in the vast span of more than a decade; shaped up as a strong professional in the role of the operational support  both at the G&A (General HR /Admin) and the S&D (Sales / Development) departments. 
Core Competencies
Adaptability, Lateral Thinking, Interpersonal Skills, Crisis Management and Perseverance.  
Work Experience
	Senior HR Executive
	Riva Parks Projects LLC, Dubai, UAE
	Oct 2013 - Present


Recruitment: End to End recruitment process - India & Dubai office
· Play a vital role in mapping the workforce along the confined budget lines. 
· Obtaining necessary approvals to initiate the recruitment process through Vacancy authorization form.
· Prepare job descriptions in association with the respective department heads. 
· Publish & Search: Publish job vacancies through different channels, searching and pre- screening candidates

· Prepare employment offer and  internal contract of employment

· Coordinating with Recruiting Manager & conducting interview with candidates

· Salary package proposal and negotiation with candidate
· Reference checks for potential candidates

· Maintaining Recruitment Tracker

· Managing unsuccessful applications

· On boarding arrangements of the new employees-Tickets, Visa, accommodation, transportation, relocation assistance, work station, IT arrangements etc.

· Induction: Conducting the PHO (Pre-hiring orientation) and the NHO (New –hiring orientation programs. 
· Ensure staffs are aware of the company’s SOPPs (Standard operating policies and procedures.
· Conduct the probation performance review of the new employees with the team heads. 
Onboarding and Visa:

· Handling entire visa application process through Tecom GSO/AXS  portal including visa application,

· Obtain visa fee approvals, change status, visa cancellation etc.

· Arranging medical and Emirates ID documents.

· Process visa application, renewal & cancellation

Administration:

· Prepare letters requested by staff e.g. NOC, Salary Certificates, Transfer Letters

· Maintain the HR email inbox

Attendance and Leave Records:
· Keeping track of the attendances for all the employees.

· Keeping track of all the leaves taken and maintaining a tracker for all leaves taken.

· Monitor biometrics and weekly timesheets for all the employees.

· Ensure leave board is accurate and up to date

· Provide accurate tracker for payroll

MIS/HR Matrix:
· Preparing and updating organizational chart.

· Keeping accurate database, (utility, leave, attendance, recruitment, leavers etc.)

· HR Record Keeping: Updating employees’ records & maintaining their personnel files and other employee information.

· Ensuring systems and folders are maintained.

Employees Separation:

· Handled employees’ separation - Final settlement, Exit clearance, final closure and visa cancellation. 
	Sales Support Analyst
	Barclays Bank PLC, Dubai, UAE
	Jan 2011-Sep 2013


· Handling complete end to end review of new to bank customers ensuring all aspects of KYC and financial crime have been covered ensuring correct relationship is on boarded.

· Act as the core referral point between Compliance and operations team for customer on- boarding queries related to Sanctions, AML, KYC/CDD related risks.

· Train new joiners for various products & their account opening & compliance procedures.

· Handling of all kinds of communication coming into the department & resolving subsequent customer issues highlighted.

· Handling complete MIS reporting for the unit & updated sales and product head with the daily flow.

· Recommend/undertake further due diligence where required. Refer adverse findings to Compliance and the Business. Ensure a conclusion is reached with regard to risk, additional due diligence or exit.

· Adhere strictly to compliance and operational risk controls in accordance with the Bank and regulatory standards requirements, internal policies and practices; reports control weaknesses, compliance breaches and operational loss events. Complete other related duties as assigned.

· Undertake all World Check hits to determine course of action. Refer to Compliance and the Business as required.

· Section coach-team size: 30. My role involved responsibilities such as training of all new staffs, getting their system ids generated, sales code generated and all end to end formalities from joining to exit formalities.

· Preparing sales deck for the whole sales unit capturing sales Managers, business development Managers and relationship Officers Performance in terms of accounts opened, Portfolio Generation which Includes FX, NII and the same being presented in the monthly Sales meet.

· Maintaining Complete records which includes Joining details and leave records for the staffs within the unit.

· Coordinate with HR department for any matter pertaining to staff salaries, leaves, access card generation and accruals for the unit.

· Preparing Monthly Incentive and Ratings for the relationship officers based on their monthly performance and accordingly sends the payout file to HR team for processing.

	Operations Analyst
	Barclays Bank PLC, Dubai, UAE
	Sep 2008 - Dec 2010


· Screening new to bank commercial customers in line with Barclays Compliance, AML and Sanctions policies.

· Corporate Relationship set up and commercial account opening including Nostro and Vostro products.

· Authorizing of data on FCR, FCC, and Synergy which includes opening accounts, interest rates, Dormant account activations, closures, address changes, debit cards, Memos on CIF and account level, MIS codes and RM codes.

· Processing additional commercial customer requests in Core Banking environment (Including CASA maintenance, SWIFT set up and profile classifications).

· Maintain error logs and complaint registers and ensure through senior management proactive review and resolution.

· Tested new products on the system to be launched & provided feedback of the results.

· Identified & Resolved issues related to the customer services dept. & trained front end staff.
Projects undertaken:
· Kamls – Annual review of all Corporate and Retail Relationships in regards to KYC issues from 2009 to 2010.

· Project Kestrel – Annual review of all Retail Relationships in regards to KYC issues for year 2013.

· Verified & reviewed test results of the Accounts on boarded for the business & received 100% clearance from compliance for year 2009.

	Insurance Associate
	Prudential  Process Management  Services Ltd
	Mar 2007 -May 2008


· Generating Transfer Value Quotes to make Payments to UK Clients.

· Processing payments for the UK Clients through telegraphic transfers.

· Providing support for Insurance and Pension related queries for UK clients.

	Team Member – Credit Card 
	JP Morgan Chase, Mumbai
	Dec 2004 - Mar 2007


· Resolving Query of the customer relating to their credit card accounts through written correspondence.

· Up-selling of credit cards, Processing of customer disputes, general disputes, non-monetary disputes and Business disputes.

· Ensure instructions from customers are processed efficiently, accurately and in accordance with the procedures and regulatory guidelines.

Education
Mar 2002

Bachelor in Economics  


Mumbai University, Maharashtra, India
Computer Skills
MS Office, Microsoft Outlook, Internet applications

Personal Profile
Date of Birth

:
21-Apr-1981
Nationality

:
India

Current Location
:
Dubai, UAE

Languages Known
:
English, Hindi and Marathi
Passport Status

:
Indian passport 

Marital Status

:
Married 

Visa Details

:
Employment visa
