
 JAILIN 
Jailin.357951@2freemail.com
PROFESSIONAL OBJECTIVE & SUMMARY

A strategic, full-time position, as HR professional in any industry.
A ‘Holistic HR Professional’ with 14+ years of experience in different functions of HR - Setting up company, teams & HR processes from scratch; Recruitment & selection; UAE Labour law & labor compliance; Performance mgmt. & employee engagement; HR operations & analytics; Attrition & retention management; HR Business partnering & consulting; Process re-engineering & total rewards; Exposure to SAP HR & other HRMS Software.
Versatile exposure in the following industries, practices & business domains – Construction, Facility Management, Interior Design, Oil and Gas, Energy & Infrastructure, Engineering, Health Care, Medical Science, Biomedical, BFS, ITES & IT.

PROFESSIONAL CERTIFICATION

Certified Human Resource Management Professional (CHRMP)

American Certification Institute
License Number: CHRMP2151009066

Validity              : Oct 2015 – Oct 2020

EDUCATION
·  Master of Business Administration (MBA) - Human Resource

Mother Teresa Women's University
·  MA – English 
 Annamalai University
·  BA – English

         University of Madras
EXPERIENCE DETAILS
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Engineering Office, Dubai, UAE
(Office of H.H Sheikh Mohammed Bin Rashid Al Maktoum)

HR Specialist - Recruitment & Onboarding
Duration: Sep ’13 – Jun ‘16
Role: Sourcing, Selection, Onboarding, Orientation, Job Description development, IT Enhancement (SAP), Statutory, Security Clearance, MIS.
Responsibilities & Achievements:

· Managed the entire process of recruitment and hired from the initiation of the Request till the joining of the employee.
· Hired 1000+ employees in both blue collar and white collar category. 

· Reviewed the job description; identified the best recruitment strategy to fill the position within the specified time frame.

· Developed interview strategies and pre-screening questions.
· Search internal and external databases to find, analyze, and select applicants’ profiles with a potential fit for the position.
· Conducted HR interviews and was also part of the technical interview panel.

· Conducted recruitment campaigns overseas, planned the event details, and coordinated with external parties for arranging venues, accommodation, and travel. Also, prepared the relevant consulate documents.

•
Conducted the internal security check and ensured Police clearance is done for all new joiners.
· Initiated the appointment of selected candidates by preparing employment contracts.

•
Conducted HR Orientation & Induction to new hires.

· Coordinated with the respective departments for their induction and joining formalities.
· Prepared and maintained reports on recruitment and onboarding for the Management.

· Completed the E-migrate registration process.

· Worked directly with SAP HCM Functional analyst to ensure application alignment.

· Documented the technical requirements in SAP E-Rec Module and recommended solutions and identified any potential process changes affected.

· Implemented changes in SAP E-Rec module by creating change requests with user acceptance test (UAT) after testing.
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Westrama Management Company, Abu Dhabi, UAE

Manager - Recruitment 

Duration: Mar’12 – May’13
Role: Sourcing, Selection, Onboarding, Orientation, Job Description development, Business Development, Visa Processing
Responsibilities & Achievements:

· Human Resource, Business Development & Key accounts management. 

· Handling Job boards / portals.

· Handling the complete execution process including the understanding of client needs and position requirements, initiating search process, Talent Acquisition, handholding and collection. 

· Leading a team of consultants in the recruitment process. 

· Develop and execute business development strategies for HR Management business in the Emirate of Abu Dhabi & UAE.

· Maximize presence and reach in the market while ensuring profitability. 

· Identify and take advantage of new project opportunities with existing and potential customers for Manpower recruitments. 

· Maintain accurate record of all sales activities and prepare regular forecast, to enable effective forward planning. 

· Build cordial relationships with existing and prospective clients. 

· Ensure that all procedures are within company policies.

· Salary processing through WPS.
· Complete Office administration.
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Jobtrack Management Services, Abu Dhabi, UAE
Sr. Recruitment Consultant
Duration: Nov’10 – Feb’ 12
Role: Sourcing, Selection, Business Development, Database management
Responsibilities & Achievements:
· Responsible for sourcing new business and developing clients into key accounts.

· Targeted clients in the Oil & Gas industry.

· Developed the company brand to both clients in UAE as well as other Middle East countries.

· Responsible for training and leading a team of consultants handling Middle East market.

· Responsible for End to End Recruitment.

· Understood the Client requisitions leading to detailed validation and generation of applicants through resources like internal database, job portals, mapping, referencing and head hunting. 

· Conducted interviews for selection of best candidates.

· Managed work time efficiently by prioritizing multiple functions and tasks.

· Coordinated with clients regarding the interviews and final placements of the candidates.

· Responsible for articulating & negotiating job offers with candidates & clearly communicating all aspects of the job.

· Coordinated with the HRD team for the timely issue of offer letters. 
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Higher Colleges of Technology, ADWC, Abu Dhabi, UAE
HR Administrator
Duration: Apr’09 – Jun’10
Role: Office Administration, Attendance records maintenance, Event organizing, MIS reports
Responsibilities & Achievements:
· Provided office administrative support to college Chairs & Deans.

· Maintained staff, student records & attendance.

· Invigilator for college & Cambridge exams.

· Organised and arranged teaching faculty cover.

· Organised events & conferences, scheduling appointments.

· Attend meetings to record, prepare and distribute minutes.

· Prepared academic materials, correspondence, internal & external communications, reports, and memos.

· Prepared MIS reports, collated statistical data to produce reports.

· Performed a broad range of student administration functions
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Ma foi Management Consultants LLC (Currently Randstad), Abu Dhabi, UAE

Sr. Recruitment Executive
Duration: Feb’08 – Apr’09
Role: Sourcing, Selection, Business Development, Database management & Head Hunting
Responsibilities & Achievements:
· Responsible for End to End Recruitment. 

· Acted as a key point of contact between Recruitment function and in-house recruitment team. 

· Entire account management/client servicing in terms of clients' requirements gathering, client counseling in terms of requirements, review and suggest market rate of candidates, sourcing & short listing candidates, scheduling and conducting personal interviews to determine applicant suitability, prepare detailed assessment/analytical reports on the candidates, schedule and in specific cases organize client interviews in-house & suggest final placements. 

· Conducted Executive Search & Selection/Headhunting from relevant industries/ organizations especially for specialized services, actively involved in outsourcing & outplacement projects with regional and international clients. 
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Ma foi Consulting Solutions Ltd (Currently Ranstad India), Chennai, India
Sr. Recruitment Executive
Duration: Dec’05 – Jan’08
Role: Sourcing, Selection, Head hunting, Internet Research, Client account management.
Responsibilities & Achievements:
· Responsible for recruitment activities including understanding the job specification, sourcing, Pre-screening, short-listing and Headhunting. 

· Liaised with overseas Clients on the feedback Responsible for lead generation through various search engines, directories, lists, conferences, user groups, special interest groups, regional user groups, associations, alumni pages, press releases and CV sourcing from various portals and websites across all geographies. 

· Made cold calls to obtain candidate information. 

· Good client-interfacing skills. 

· Maintained skills inventory of the profiles sourced. 
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Slash Support India Pvt. Ltd Chennai, India
HR Executive
Duration: Jul’04 – Nov’05
Role: Employee Relations, Employee Engagement
Responsibilities & Achievements:
· Advising the HR team in dealing with employee relations issues and maintaining good relations

· Conducted Employee Counselling sessions

· Managed issues such as long-term absences and absconding.

· Dealt with conflict and grievance resolution

· Taking part in all hearings and meetings related to grievances, disciplinary, appeals etc.

· Conducted trainings on Employee safety, welfare, wellness and health.

· Conducted Games as part of employee engagement activities and also ensured that the corporate social responsibilities of the employees are fulfilled.

· Coordinated outbound training sessions

· Prepared Reports for management review on all cases handled.
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Allsec Technologies Ltd Chennai, India 
HR Executive
Duration: Jul’02 – Jul’04
Role: Recruitment, Planning, Leave Management
Responsibilities & Achievements:
· Assisted in the manpower plan by obtaining the manpower indents on a monthly basis. 

· Resourced the required skill sets by the utilization of the necessary channel of operations. 

· Published Job Adverts in the local Newspapers.

· Arranged and scheduled for the computer based testing, and HR interview of the Shortlisted candidates. 

· Providing MIS on a time to time basis to the HR Head. 

· Conducted Employee orientation, development and training.

· Maintained record of all the leave applications and coordinated with the department managers for the approval of leaves in that department. 

· Provided the leave and attendance update to finance. 

· Assisted in HR policy development and documentation in line with the company’s corporate vision

PERSONAL & OTHER DETAILS

Gender 

: Female

Marital Status 
: Married

Children
                 : One

Date of Birth 
: 02/09/1981

Nationality 
: Indian, Currently Residing in UAE

Visa Status 
: Residence Visa 
Languages 
: English, Tamil and Malayalam

Date of Expiry 
: 18.01.2020

References will be provided upon request.
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