Sheikh
Sheikh.365933@2freemail.com  


SR. HR/ RECRUITMENT OFFICER with 7+ years of experience
Seeking a challenging opportunity in industry for personal and professional growth


PROFILE
· Innovative and results-driven Technology and business leader focused on achieving exceptional results in highly competitive environments that demands continuous improvements. Take-charge HR professional with innate ability to assess situations, determine key issues, and change directions when circumstances warrant.
· Previously worked as an Sr. HR/Recruitment Officer in UTILITY TECH INTERNATIONAL WLL, QATAR
· Promoting equality and diversity as part of the culture of the organization
· Using candidate databases to match the right person to the client's vacancy
· Designing and implementing the overall recruiting strategy

· Conduct interviews using various reliable personnel selection tools/methods to filter candidates within schedule

· Solid ability to conduct different types of interviews (structured, competency-based, stress etc)

· Hands on experience with various selection processes (phone interviewing, reference check etc)

· Excellent communication and interpersonal skills
· Strong decision-making skills

· Organizational skills and the ability to understand detailed information;

· Interpersonal skills to form effective working relationships with people at all levels;

· Ability to analyze, interpret and explain employment law.
· Integrity and approachability, as managers and staff must feel and able to discuss sensitive and confidential issues.
· Ability to compile and interpret statistical data and communicate it in a professional and understandable manner

· Influencing and negotiating skills to implement personnel policies;

· Potential to handle a leadership role.


CORE COMPETENCIES

HR Policies & Procedures ( Performance Evaluation( Talent Acquisition ( Recruitment & Retention (Interview  & Negotiation (Manpower Planning ( Employee On Boarding( Performance Management ( Employee Relation  ( Benefit Administration ( Orientation & On-Boarding  ( Client Service ( Process Improvements ( Time Management ( Leadership (Payroll


PROFESSIONAL EXPERIENCE
Company
: Utility Tech International WLL, Qatar (Construction Company)
Designation
: Sr. HR/ Recruitment Officer. 
Duration
: January 2013 – January 2017.

· Assisted in establishing company organization/functional structures in line with governmental body requirements. 

· Developed HR & Recruitment Internal Policies and Procedures, conducted periodic reviews and updates, monitored compliance and proposed corrective actions to ensure consistency. Policies included manpower planning, employment, benefits, working hours, leaves and public holidays, training & development, end of service indemnities, and business travel. 

· Conversant with ISO 9001, 14001 requirement and procedures as closely worked with the QA/ QC Manager to implement in the company.
· Liaised with auditors and facilitated their work (discussed, challenged and followed up on corrective actions (if any)).

· Created employees’ performance appraisal system based on employee objectives and linked it to employees’ rewards.

· Prepared employees’ job descriptions, conducted periodic reviews and updates reflecting new objectives and work requirements. 

· Supervised the archival function in an efficient and systematic manner and gave advice with regards to the Paperless Office Work and Document Management systems. 

· Assessed training needs and skill requirements for employees, prioritized training requirements & developed training plans.

· Developed & provided induction training for new employees. 

· Handled payroll management.
· Advertising vacancies by drafting and placing adverts in a range of media, for example newspapers, websites, magazines
· Organizing interviews for candidates as requested by the PMs
· Informing candidates about the results of their interviews.
· Negotiating pay and salary rates and finalising arrangements between client and candidates.
· Offering advice to both clients and candidates on pay rates, training and career progression.
· Working towards and exceeding targets that may relate to the number of candidates placed, a value to be billed to clients or business leads generated;

· Reviewing recruitment policies to ensure effectiveness of selection techniques and recruitment programmers
· Receiving and reviewing applications, managing interviews and tests and creating a shortlist of candidates for the client.

· Requesting references and checking the suitability of applicants before submitting their details to the client.
· Briefing the candidate about the responsibilities, salary and benefits of the job in question
· Planned annual manpower requirements and handled recruitments in line with company policies and procedures while ensuring objective interviews and assessments to maximize the fit between candidates and company requirements.
· Preparing CVs and correspondence to forward to clients regarding of suitable 
· Prepared annual department budgets and business plans with improvements and developments, and monitored compliance.

· Supervised other administrative tasks: employee attendance, purchase orders, office stationery, printing matters, physical inventory of fixed assets, store management, messenger/office boys services, telephone bills, petty cash, personnel files, employee residences, insurance coverage (medical & life) and office insurance. 
Company
: HRCC Pvt. Ltd, India (Construction Company)
Designation
: HR Officer
Duration
: January 2010 to January 2013
· Responsible for entering employee data in system based on skill reports received from sites

· Discussed employee personal issues, letters and leave requirements to be processed into the system

· Managed the leave approval process by analyzing the priorities and arranging replacements

· Updated timesheets/overtime/salary issues problem of employees and counselled them regarding their personal issues

· Coordinated with consultant for raising recruitment requests, pre-screening of candidates, scheduling interviews and finalizing the employees.

· Reviews employment files to verify minimum qualifications for position are met.

· Reviews interview questions; offers suggestions to clarify ambiguous inquiries.

· Conducted inductions for new joiners to orient them on company policies, HR module and rules & regulations

· Involved in payroll management activities such as collecting attendance data, preparing salary calculations, incentive reports, manpower reports & medical insurance database, issuing pay slips, handling queries and maintaining other payroll documents

· Gathered & identified training needs in the organization and conducted required training programs as per schedule

· Responds to applicants enquires both orally and writing. 

Company
: Wipro, India
Designation
: Team leader
Duration
: January 2008 to December 2008

· Understand and map client’s requirements / enhancements to a solution and provide technical guidance.

· Achieving SLA’s as defined by the client.

· Troubleshooting Windows Servers and handle all escalations from clients.

· Installing Active directory, DNS and all other requirement as per the client.

· Preparing server to get into production.

· Providing backup to all the important data of the users (NT Backup).

· Was involved in documentation and training part for the offshore team.

· Computer troubleshooting, viruses and security.

· Look after all requests where core team members are involved as team does not have those rights to work on those accounts.



TRAININGS & CERTIFICATIONS
· Certification course in Business Management Skills from CAPS Technologies (Indian Govt. approved center).

· Certification Course in Human Resources Management Skills from CAPS Technologies(Indian Govt. approved center)

· Certification course  in Management for a Competitive Edge from International College of Management, Sydney

· Basic fire safety Warden Certification, 

· First aider certification.
· 6 months training at DTC in Inventory Control System (Directorate of Technical education and Training, Chandigarh).

· Two months industrial training in CEDTI, Khanyar, Srinagar (J&K) in C, C++.

· Microsoft certified professional (Server 2003) in 2008.



EDUCATION & CERTIFICATIONS
· 2015- on going (distance): Pursuing Diploma in Human Resourcing Management from symbiosis. Pune, India.

· 2003 -2007: BTech -Computer Sciences & Engineering, with 65% marks, Punjab Technical University (PTU), Jalandhar, and Punjab, India.

· 2000-2001: S.P Higher secondary School, Kashmir, India.
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