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E-Mail: aswathy.365125@2freemail.com  
United Arab Emirates
JOB OBJECTIVE
Seeking an opportunity as an HR Generalist role with an organisation of high repute and transfer my skills and knowledge
PROFILE SUMMARY

· Offering over 13 years of experience in Dubai, United Arab Emirates in a multicultural environment in HR Operations, Recruitment, Administration, Payroll, ER, Comp & Ben, Performance Management, Employee Engagement, Reward and Recognition, Manpower Budget
· UAE exposure in Petroleum/Oil, Retail Fashion and Beauty, Travel, Construction, Distribution and Manufacturing divisions 
· An out-of-the-box thinker committed towards the growth of the organisation

· An effective communicator with exceptional interpersonal skills 
ORGANISATIONAL EXPERIENCE
Working as HR & Admin Manager at Sunrise Petroleum FZC from Oct ‘16 – March 2017                         

Reporting to the Director

Worked as Senior Human Resources Generalist at Al Tayer Group from Sept 2004– Sept 2016             

Reporting to the Head HR 
Reason for leaving: Due to career progression

ACHIEVEMENTS
· Launched Performance Appraisal, Salary review and Bonus Scheme

· Launched employee engagement programmes - Diwali, Christmas, New Year, sports fiesta, monthly birthday celebrations

· Restructured HR, Sales, Operations and Finance dept for the smooth functioning of the business
· Streamlined the processes to have a smooth functioning of the business and to have a standardised approach
· Introduced cost effective measures in various area 
· Introduced biometric system to track down accurate attendance of employees

· Maintaining proper documentation and records for employee grievances and supporting all cases with evidences

· Successfully driven bulk recruitment locally and overseas through direct recruitment and saved recruitment cost

· Travelled to Syria, Egypt, Lebanon, Tunisia, Morocco, Uzbekistan, Kazakhstan, Kyrgyzstan, Omsk, Ekaterinburg, Moscow, Ukraine, Philippines along with Division/Line Managers for recruiting  bulk no. of candidates 

· Placed UAE nationals and achieved group quota
· Familiar with UAE Labour Law
FUNCTIONAL RESPONSIBILITIES

Manpower Budget
· Preparing annual manpower budget within the agreed timeline for the business in conjunction of business plans along with line managers & unit head. 

· Preparing organisation chart after finalisation of budgets
Job Description
· Drafting job description for all positions after discussion with the concerned managers
· Drawing KPIs and functional and behavioural competencies for all jobs
Recruitment
· End to end recruitment

· Ascertaining business requirements to hire to understand hiring needs & position specifications
· Networking through social media etc. for sourcing quality candidates within the time limit 
· Screening, short-listing suitable candidates 
· Line-up Interview Schedules with concerned BU 

· Negotiating and finalizing the offers with candidates
· Monitoring progress against agreed targets for hires and cost 
· Generating weekly & monthly recruitment reports 
Employee Relations
· Handlings staff grievances & disciplinary issues across the group

· Provided appropriate guidance to line managers for efficient & satisfactory resolution in line with HR policies 
· Introduced the Disciplinary Offence Table (DoT) and coaching the business managers and supervisors
· Counselling prospective employees to retain them in the group 
· Ensure compliance by the Company on relevant legal and regulatory issues. 
· Ensure effective liaison with Government and other external authorities. 

· Dealing with court cases in consultation with PR dept
Induction/Orientation
· Inducting all new employees 
· Conducting HR Induction for all new recruits
· Introduced Employee handbook

Performance Management
· Introduced annual performance appraisal for the group at all levels
· Monitoring employee performance during interim, probation period and annually
· Taking feedback from line managers before confirming an employee
· Prepare IDP for employees with consultation with concerned superiors 
· Conduced 360 degree survey for employee feedback
Learning and Development

· Identifying the current role and company’s expectation and analyse the gap and recommend appropriate trainings

· Assist in the coordination of training programs 
· Facilitate training programmes for the employees

HR Policies & Procedures
· Develop human resources related policies by taking into account legal obligations
· Conducting HR workshop and effectively and clearly communicate all relevant human resources policies and ensure sustenance
· Revisiting existing policies and amending if required for the smooth functioning of the business

Comp and Ben
· Implemented annual salary review and bonus scheme for the group
· Managing the entire life cycle of internal transfers and promotions
Employee Engagement Programme
· Launched employee engagement programmes for Diwali, Christmas, new year, monthly birthday celebrations, sports fiesta  to engage employees to strength team work and boost employee morale and motivation 

Reward and Recognition Programme

· Launched Employee Reward and Recognition programme, identified best employee of the year and month based on performance, behaviour, attendance and 360 degree feedback
End of Service/Separation Management
· Initiation and completion of end of service process
· Exit Interviews, Final Settlement & Repatriation as per the agreed SLA timelines
Data Management

· Ensuring timely and quality reports such as Attrition, Disciplinary and MIS to top management and provide analyses and highlights on critical issues.
Continuous Improvement 
·  Created a culture where all contributes to continuous improvement, undertake improvement initiatives to reduce cycle time, improve efficiency and quality in bottleneck areas
People/Team Development

· 3 direct and 6 indirect reports

· Manage the effective achievement of team objectives through setting individual objectives, managing performance, developing staff and providing formal and informal feedback in order to maximize overall performance and team motivation.
· Communicate any organizational changes 

· Motivate team by having daily huddle, team lunch, giving thank you cards for good work
Administration

· To oversee the efficient operations of front office reception 
· To guide and supervise office assistants for overall admin related work such as cleanliness of the office, pantries, work stations, conference rooms, wash rooms etc.

· Ensuring the smooth transactions of immigration/custom related work within timelines
· Coordinate administrative tasks such as visa processing, employment requirements, legalization of documents, medical insurance, opening bank accounts for employees

· Labour camp visits and ensuring labour camp requirements are met and labours are placed properly

· To oversee as well as monitor the drivers schedules and assign them the daily tasks for efficient execution of their tasks such as the submission and delivery of documents, collection of documents and cheques, staff transportation for meetings any other requests from departments and staff pick up and drop

· To ensure that the vehicles are monitored with timely renewal of registrations along with insurance, timely maintenance repairs and cleanliness.

· To maintain record of all the Company’s Trade Licenses, Contracts of the Company and ensure to renew them in time.

· Identify qualified 3 Vendors from the market and choose the best quote available to purchase any admin related items

· Ensuring to book ticket for employees and candidates online at the best price available to support the company financially
· To ensure the timely purchase of kitchen and pantry items to have adequate supplies.
· Coordinate with Finance department for making payment to Vendor and monitoring compliance to contractual agreement
· Create Personal files (Hard files) and E-files for new employees, maintaining the labeling and filling system, scanning all the documents and following up on documentation. 
· Prepare and keep the records of all the HR-related documents like: job offers, employee contracts, probation confirmation letters, promotion letters, salary certificates, clearance and liability letters, warning and termination letters, etc.
· To ensure implementation of the ISO systems as required by the company 
· Ensuring cost effective measures in terms of admin and HR 
Payroll Management

· Prepare and maintain salary adjustment file on the monthly basis, finalize and submit monthly payroll for further financial approval and ensure timely and accurate payment 

· Monitoring and verifying daily employee attendance records in biometric system 
· Verification and calculation of monthly overtime for workmen category 

· Prepares deductions for authorized and mandatory deductions, data on hires, terminations, salary adjustments, transfers, promotions 
· Prepare and process final settlement of separated staff

· Maintain employees leave records, Leave calculation/Leave rules 
· Ensuring internal and external audit compliance and support related to payroll

Jan ‘01 – Aug ’03 with Jerry Varghese International, Dubai, UAE as Recruitment Consultant
Industry Specialist: Petroleum / Oil & Gas / Hospitality / Retail
· Involved in preliminary screening and short-listed a long list of candidates as per client requirements
· Furnished short-listed candidates to clients and organised interviews for the shortlists
· Coordinated with clients to get proper feedback in order to maintain healthy relation with the candidates
· Conducted Walk-In Interviews for multiple requirements
· Handled Post offer follow-up to ensure smooth on boarding of the offered candidate
· Conduct reference check for shortlisted candidates on behalf of client
· Negotiate salaries on behalf of the client.

· Arrange documents for visa processing on behalf of client.
Placements done during my tenure in Jerry Varghese:
· DUBAL, ENOC, EPPCO, Qatar Fuel, Emaar, Al Ghurair etc.
EDUCATION
· MBA in Human Resources Development from M. S. Ramaiah Institute of Management, India.
· Bachelor of Commerce from Baselius College, India
PROFESSIONAL TRAININGS/WORKSHOPS
· Interview Architect (Competency based Interview)

· Interviewing for ‘A’ players

· Professional interviewing skills

· Sniperhire E-recruitment

· Cross cultural communication skills in the retail environment

· HR Induction

· Disciplinary workshop for Managers
· Getting Ready for Appraisals

· Hay Job Analysis

· Performance Management System
IT SKILLS
· Well versed with MS Office and Internet Applications (Sniperhire - Cazar Social Media / Job Portals)
PERSONAL DETAILS 
· Nationality:




Indian
· Sex:






Female

· Marital Status:



Married 
· Visa status:




Free zone employment visa 
· License Details: 


Holding a valid UAE Driving License and own car
· Availability:




Immediate
