Jenny 
jenny.357453@2freemail.com
professional attributes
Versatile, results-driven and proactive senior HR professional with transferable skills honed on diverse sectors having 7 years work experience in various HR roles. A solid team player and leader who drives forward internal processes and deploys innovative value-added changes. Adopts a systematic and well-organised approach at all times; effectively prioritises assignments and consistently employs the SMART way of working to attain tight time parameters. Positively communicates within a company; rolls out appropriate solutions and strategies; achieves targets in a high pressure environment.
Seeking a role as Asst. HR Manager/Senior HR Executive/HR Business Partner/HR Generalist at a forward-thinking enterprise, utilising experience in a position with opportunities for career progression.

     core competencies and achievements

Emphasis on continuous improvement: Introduced numerous new employee welfare activities; improved execution of existing procedures; set up HRMS database; streamlined systems for T&A (Time & Attendance), Performance Management and Leave Management.
Outstanding performer: Employee Services Supervisor at Jotun Paints with overtime approval responsibility; won 2 consecutive awards for user skills and HRMS data quality for whole Region. 
Successfully supported HR Manager: Handling all aspects of HR Regional Review and Audits; address employee grievances, report medical claims for approvals; helped modify and implement HR policies. Appointed to be part of the Employee Welfare & Corporate Responsibility committee.
Meticulous attention to detail: Prepared employment contracts, salary and service certificates, as well as data quality business reports from HRMS for management meetings. Conducted quarterly departmental internal audit cycles to identify and report ISO breaches.

Demonstrated excellent interpersonal abilities: Conducted company workshops relating to recruitment, ISO/OHSAS policies, HR tools and performance management; participated and coordinated CR activities related to anti-corruption, blood donation, cancer awareness and more.
Recruitment expertise: Headed up all aspects at Jotun Paints from preparing job descriptions, online advertising and processing applications using software to structured competency-based interviews, short listing, selection and induction / orientation programme.
Accomplished at processing complex data. Clearly shown at Aleron Systems when collecting customer feedback/satisfaction surveys for projects. Addressed issues from the Customer Complaints log file; entered information into company database.
career history

01/2016 – 12/2016    Lead HR Consultant          Sundus Management Consultancy, Abu  Dhabi       
 Handled Takreer HR Project for Job Descriptions – Job Analysis & Evaluation
· Conducted Job Analysis Interviews for job holders to identify main responsibilities and accountabilities.
· Drafted Job Descriptions for Job Analysis & Evaluation and submitted for feedback and approvals from Project Management.
· Evaluated and recommended Job Grades as per Hay Group Job Evaluation System for benchmarking with Market Salaries.

· Provided supporting Job Evaluation Rationales to Management as justifications for Job Grades calculated based on information from Job Descriptions. 

· Reviewed supporting documents provided by Client and did a preliminary study of organizational changes done.

03/2011 – 06/2015 HR Executive / Deputy to HR Manager
    Jotun Paints, Abu Dhabi
Handled all HR related services for staff of the Norway based paint manufacturing company.
· Oversaw activities such as HRMS data quality, Leave and Travel module and performance management tasks.

· HR Administrator for Time & Attendance (T&A) system with responsibility for absent / missed punches and creating monthly reports.

· Adeptly advertised vacant positions on company web page; dispatched requirements to recruitment agencies.

· Conducted interviews and evaluated reports generated jointly with HR Manager and heads of internal departments.

· Input staff-related information on HRMS (such as position, job description, salary, contract, personal details, medical insurance, visa / passport and training needs).

· Accurately uploaded data to Payroll system and resolved errors and issues; pulled salary related reports for overtime analysis and calculation 
· Allocated training based on summary from Performance Appraisals; supported CR, GLPA Insurance and Salary Reviews; handled employee welfare and grievance issues.

· Set up, facilitated and administered software’s inclusive of Payroll, T&A, Leave/Travel and HRMS / HRIS.

· Delivered critical HRMS training to new staff in HR section; participated in regional HR meetings with the manager.

· Presented training on all HR tools and HRMS functionality to the management team in addition to line managers.

· Collected yearly performance appraisal forms and pinpointed essential training requirements across all the firm’s departments.

· Efficiently organised employee welfare events; handled exit interviews and clearance formalities.
· Accurately prepared HSE reports relating to monthly overtime summary, sick leaves and operations team working hours for corporate reporting.

· Handled Internship students study period in company as mentor; coordinated with concerned departments for their reports completion.

11/2009 – 11/2010   Oracle Recruitment & HR Support Executive  Aleron Systems, Abu Dhabi
Aleron Systems – offering end-to-end information and communication technology services.

· Assisted with performance appraisals and organized the performance management process with department heads.
· Logged in client issues; forwarded issue logs to the concerned Oracle consultants and senior managers.
· Screened received CVs from job portals for consultants and business applications positions; shortlisted applicants.
· Carried out candidate preliminary job interviews; interfaced with recruitment agencies; validated references.
· Planned training sessions after identifying needs; organised Employee Satisfaction Surveys as well as Employee Welfare Programmes.
01/2008 – 09/2008 
Assistant HR Generalist


Ascendum, Bangalore, India
Ascendum Solutions – a global IT solutions company addressing business driven challenges.

· Maintained around 200 employee files; entered data into HRIS using Excel; contributed to smooth running of the HR office.

· Worked with Technical, HR and L&D departments; coordinated an orientation programme and induction procedures.

· Conducted telephone interviews; administered compensation and benefits; assisted with performance management and exit interviews.

· Analysed the Appraisal system in an Effectiveness of Performance Management project.
professional development
Certificates:    CHRP from ACI, USA 
                         Certified Internal Auditor for:

                         ISO Policies 9001:2008, 14001:2004, OHSAS 18001:2007
Cut-e Certified – tool for conducting psychometric personality assessments and ability tests during competency-based interviews

HAY certified – for job evaluation, grading of positions and determination of market salaries 

2007 – 2009 
Postgraduate Diploma in Management (HR & Marketing) 




– School of Communication and Management Studies, India
2002 – 2006 
B.Tech in Computer Science Engineering 




– Rajagiri School of Engineering and Technology, India
other details

Software:
HRMS; MapTQ Competency Based Psychological and Ability Testing;

Webcruiter CV / Applicant handling; Cubix T&A; Gems Payroll;

Lotus Notes; MS Office Tools; MS Windows Versions
Languages:
English – fluent; Hindi – fluent; Arabic – basic level
Personal: 
Indian with Husband’s UAE Residence Visa; UAE Driving Licence

References:
Excellent references available upon request[image: image1.png]
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