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Key Expertise 

Human Resources / HR Administration 
Employee Interaction ~HR Management Coordination ~ Team Management
 12 years of successful managerial & Operational experience in Dubai & India with all facets of Human Resources / Personnel Management - Recruitment, Administration, Performance Management, in a result oriented career spanning in different industrial and multi-cultural environments of international exposure.

HR Activities / Administration / Recruitment / Performance Appraisal / Employee Relations benefits law/ UAE Labour law / Camp management
Core Competencies
· HR Policy formulation and implementation, developing strategies for Manpower Planning, HR administration day to day work, Recruitment, Performance Management. 

· Handling Industrial Relations matters internal & external.
· All HR Administration functions including visa processing of huge number of recruited employees.
· Experienced in online visa process.
· Work in conjunction with the department/project heads in meeting their staffing requirements and recruit right candidates on the approved vacancies. Responsible for engaging recruiting agents/negotiation and execution of contracts/ conducting interviews.
· Provide annual staffing/manpower plans to the management based on the recommendations and information collected from various departments/projects heads.

· Co-ordination in the department for the process and renewal of visas/residence permit/work permits, insurance cards. Process and monitor the appointments, confirmations, Promotions and Resignations etc. 
· Responsible for training and development of both workers and executives.

· Analysis of salary structure and benefits for salary revisions, bonus and other incentives to the employees. Responsible for the administration of leave salary, flight tickets, final settlements of employees on leaving.

· Responsible for the visa, labour card and Insurance card cancelation.

· Manage and guide Camp Bosses to ensure the discipline, safety compliance and other requirements of employee accommodations. 

· Liaise with Insurance Company with regard to the claims of employees under Insurance Scheme.  

· Generate and submit manpower requirement reports/ labour and staff status reports/ Accommodation status reports/Training Assessment reports/Accidents reports etc to the management.

· Handling Recruitment Interviews. Updating Recruitment status as well as HR Administration duties. 

· Updating monthly Visa status (Visa received. - to arrival - to yet to arrival)

· Short listing, Sourcing & pre -scanning CV’s as per requirements.

· Handling all types of Agencies & coordinated with them day to day.

· Correspondence with Local agencies. Liaison with HOD’s Reports. 

· Planning & organizing interview schedules. Organizing Interview as per requirements.

· Handling Selection process and visas application stage.

· Handling Advertisements. Follow up with agencies & candidates during & after selection. 

· Follow up till candidate’s arrival in right place & right time.

· Control to all over Visas application process. Overall Supervision of all day- to-day HR recruitment activities. 
· Co-ordination with International Clients. Visa Administration and visa formalities

· Handling all arrangement of candidate's application from Visa process to getting on work platform.  

· General Administration, including Transport, Labor and Staff Camp Management.

· Reporting to the Administration Manager and to the General Manager (Sponsor).
Professional Experience
M/s. Eagle Electromechanical Co. LLC, P.O Box 22496, Sharjah (UAE)/

Al Hijaz Mechanical Equipment Co.LLC,P.O Box 19973,Dubai(UAE).
EAGLE/AL HIJAZ is one of the leading environmental companies specialized in custom design, supply, construction, operation and maintenance of Sewage Treatment Plants, Waste Water Treatment Works, Water Treatment Works, Water Networks, Water Reservoirs, Chlorination Systems and Odour Control Systems.Eagle/Al Hijaz having more than 2500 employees.
Location
: 
UAE(Dubai,Sharjah)                                                                 

Duration
: 
December 2006 – July 2016
Role

: 
HR Officer
Job Profile
:

All kind of HR activities, recruitment planning, Employees relation activities within the specified duration and control.

· Responsible for Overseas Recruitment.
· Well experienced in online visa process
· Responsible for Data Base Management System.

· Responsible for sourcing, screening and interviewing potential candidates for various positions in the company.

· Hands on experience in PR activities, like new visa formalities, visa and labour card renewals, renewal of trade license, Visa cancelation formalities, etc.

· Involve in Labour Law matters, Employment Visas process , Visa arrangements 

· Conduct new employees induction programs, 

· Responsible for end-to-end employee joining formalities such as arranging Employment visa, medical checkup, Labour card, updating employee details.
· Employees Performance Appraisal. 

· Coordinated with various divisions of the company to organize On-the-job as well as Off-the-job training sessions for employees.

· Instrumental in contributing towards HR Policies, employee records, performance appraisal, etc.

· Administration of employee Leave management, passport control, air ticket booking etc.
· Handling employee benefits ( Medical Insurance,  residence visa, accommodation ) 

· Coordinate with PRO 

· Leave Management of  all the group companies

· Taking care of Resignations and Terminations and coordinating with the PR Department for Visa Cancellations.

· Arranging various documents and NOCs for employees.

· Coordinating with the accounts department for clearing ticket invoices and leaves settlement.

· Taking care of the Air ticket booking of the employees.

· Submitting Managerial Leave report to General Manager.

· Reporting to General Manager and HR Manager.
· Handling correspondence and applications related Hr Dept
· Full responsibility on handling valuable official documents such as passport,Labour card.company license etc.
· Allocation of manpower as per the management requirement.
As Administration Officer

· Coordinate with the all departments to ensure smooth functioning.
· Staff management.

· Coordinate with the admin manager for his day today work.

· Controlling the incoming and outgoing documents.

· Correspondence like LPO,official letters.
· Stationary arrangements for all offices including site office.

· Arrangements of staff meeting.

Previous Assignments

M/S Noorul Islam Arts College Kerala-India
Noorul Islam Arts College is one of the well reputed educational institutions of kerala and has been achieving 100% result in public examinations.
Location
: 
Kerala-India
Duration
: 
May 2004-Sept 2006
Role

: 
Administrative Officer 

Job Profile
:

· Staff Management.

· Supervision of the day today activities of the concern. 

· Data base management system.
· Receiving faxes,Telephone,e-mail and replaying accordingly.

· Arranging the board meeting and management review meeting.

· Handling the cash and bank dealings.

· Submit the reports and statements to the management.

Career profile and personnel abilities:
· 12 years of overall experience in HR & Administration with reputed companies

· Thorough knowledge of HR competencies and activities.

· Comprehensive knowledge of recruitment procedures, policy implementations, benefits administration and staff supervision.

· Energetic and capable of working with minimal supervision.

· Adherence to deadlines without sacrificing quality of output.

· Systematic and methodical approach to work.

· Prioritization of work and perfect time management.

· Expert in interdepartmental coordination.

· Professional attitude with excellent communication and interpersonal skills.

· Skilled in Communicating at all levels

· Ability to work in teams as well as individual

· Ability to negotiate and motivate. 
Technical qualification:
· Diploma in Computerized Office Automation, Kerala
· Certificate Course in E-Vidya (Kerala State IT Mission)

· Proficient in MS Office, Windows 9xs/XP and Internet

Educational Qualifications
	Course
	Institute / University
	Year of Passing

	Bachelor Degree in Economics
	Calicut University-Inda
	2002

	Bachelor of Education
	Kerala University-India
	2003


Personal Information

Date of Birth 

:     20th May 1982
Nationality

:     Indian

Gender

:     Male

Languages Known 
:     English, Hindi,Malayalam,Arabic(Read)
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