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CURRICULUM VITAE

CAREER OBJECTIVE
To work in a challenging environment that requires continuous up gradation of my skills and abilities in the domain of Human Resource & Industrial Relations, this would help in enhancing my career.

PROFESSIONAL SUMMARY

Master in Labour Studies, having 7+ years of eminence experience & performance in the field of HR, IR & Administration in Service industries. 

EDUCATIONAL QUALIFICATION
· Post Graduation:
Masters of Labour Studies from Maharashtra Institute of Labour Studies, Mumbai University, India in 2008.
· Graduation:
BA (Economics - Major) from Sathaye College, Mumbai University, India in 2006.  
CURRENT WORK PROFILE IN UAE
Currently working as SENIOR HR OFFICER at Alqalib General Services (Support Service Provider to Dubai Police General Head Quarter) 
(From December 2015 to till date)
ACHIEVEMENTS: 

· Recruited 1500 + employees with a stiff target from 2015 to till date with current company.
· Due to my initial SAP Master Updation delay in salary process was reduced to large extend. 

· Have a major responsibility for establishing HR department from scratch.

· Played a key role in establishing 4 Joint venture of Dubai Police General HQ – Support wing 
· Effectively managed all the visa process and liaison work with PRO for 6 vertical as a single point of contact.

· Reduced manpower costs by right sizing & grading employees 

· Reduced recruitment costs without availing paid job portals and consultants.

· After implementing SAP reduced huge paper works and done a effective documentations in SAP

· Due to effective follow up with HRM and  PRO  vendors  reduced visa laps , and unnecessary penalties

· Developing and Maintained effective relationship with Candidates and partners/Management.
JOB RESPONSIBILITY:
Recruitment and Selection
· Advertising vacancies appropriately by drafting and placing adverts in a wide range of Media e.g., Newspapers, Social websites (Indeed, Dubizzle, LinkedIn – Free Portals)
· Using free social media to advertise positions, attract candidates and build relationships with candidates and employers ,

· Headhunting, identifying and approaching suitable candidates who may already be in work

· Receiving and reviewing applications, managing interviews and creating a shortlist of candidates

· Briefing the candidate about the responsibilities, salary and benefits of the job in question

· Receiving and consulting on client resourcing briefs and communicating details to relevant candidates

· Negotiating pay and salary rates and finalizing arrangements between client and candidates

· Reviewing recruitment policies to ensure effectiveness of selection techniques and recruitment programs.
Formulation of HR Policy & Procedures:

· Conceptualization and documentation of comprehensive HR Policy and Procedures Manual.
· Designing, Formulating &amp; implementing various HR policies& procedures.
Performance Appraisal KPI &; KRA:
·  Focus on objective assessment of individual performance by identifying the Key Result Areas and breaking them further down to Key Performance Indicators.
· Smooth distribution of Appraisal Forms to the concerned persons.

· Collection of Appraisal Forms from the respective HOD’s duly filled and signed by the concerned person.

· Setting performance measures for the employees.

·  Conducting performance appraisal exercise for the employees &amp; executing incentive schemes.
HRIS –Human Resource Information System (SAP):

· Employee Master Date Updates in SAP
· Employee Life cycle management & other office administration in SAP  ( Initial Hiring , Transfer , Probation , promotion , Salary updates , Grade Revision , )
· Preparing monthly HRIS Report.
Wage & Salary Administration:

· Processing & transferring Salary at the month end in SAP.

· Preparations of the gross salary breakup of the new joinee

· Solving Salary Discrepancies raised by the employees
Orientation / Induction :

· Implemented a well-designed induction-training package to ensure smooth entry of the new employee into the main stream

of the company.

· Design and deliver a staff handbook in a quite interesting, informative and enriching way.

· Establish role clarity from day one for the new staff for maximum individual productivity.

· Defining the Job Description & KRAs for various positions.

· Updating job descriptions of all positions.

People Management & Development:

· Preparing appointment letters.

· Process appointments, Transfer, Resignation & Promotion.

· Complete all formalities related to new joiners.

· Policy implementation

· Exit Formalities

· Sending regular HR Updates across all offices.

Training & Development:

Coordinating and making arrangements for the pre -process training.
PREVIOUS EMPLOYEMENT SUMMARY 
1) GOSSIP THE BRAND - MULTI-CONCEPT EMIRATI COMPANY (Sharjah, Dubai & Abu Dhabi Branch), UAE as HR COORDINATOR 
(JULY 2015 TO DECEMBER 2015)

2) ACCOR GROUP (MERCURE LAVASA & LAVASA INTERNATIONAL CONVENTION CENTER), Lavasa, Pune, India as HR EXECUTIVE
(MARCH 2013 TO APRIL 2015)
3) FUTURE VALUE RETAIL Ltd.- BIG BAZAAR, Chinchwad, Pune, India as STORE PEOPLE / HUMAN RESOURCES OFFICER
(SEPTEMBER 2010 TO MAY 2012)
4) THE ORCHID HOTEL – INDIA’S  FIRST FIVE STAR ECOTEL HOTEL, Vile Parle, Mumbai, India as MANAGEMENT TRAINEE/ HR SUPERVISOR
(SEPTEMBER 2008 TO SEPTEMBER 2010)
Declaration

This is to certify that whatever information I have provided in my Curriculum Vitae is true to the best of my knowledge.
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