Vidyanath 
Downtown, Burj Khalifa

Dubai

Email: vidyanath.367993@2freemail.com 
CAREER OBJECTIVE


· Excellent communication (oral, written and presentation) and organization skills.

· Ability to motivate and inspire confidence in the team.

· Enthusiastic and dedicated to work.

· Ability to perform under pressure.

· A team-player in Human Resource department where I can exploit my customer-service knowledge in a demanding environment to get the business targets achieved successfully.

BRIEF OVERVIEW


· A competent HR professional with over 5 plus years of rich experience across diverse facets in Human Resources and Administration.

· Associated previously with EY (Ernst and Young) as a Trainee and later promoted as an Associate over the years.

· Possess excellent Interpersonal, Communication and Organizational skills with demonstrated abilities in team management and customer relationship management.

WORK EXPERIENCE


Administrative Officer (Human Resources)
July 2015 – Present

RP Group of Companies, Dubai - UAE

Working as an Administrative HR Officer reporting to BDM responsible for:

· Evaluates applicants by discussing job requirements and applicant qualifications with managers; interviewing applicants on consistent set of qualifications.
· Manages new employee relocation by determining new employee requirements; negotiating with movers; arranging temporary housing; providing community introductions.
· Improves organization attractiveness by recommending new policies and practices; monitoring job offers and compensation practices; emphasizing benefits and perks.
· Manages intern program by conducting orientations; scheduling rotations and assignments; monitoring intern job contributions; coaching interns; advising managers on training and coaching.
· Avoids legal challenges by understanding current legislation; enforcing regulations with managers; recommending new procedures; conducting training.
· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.
Page 1 of 4

· Accomplishes human resources and organization mission by completing related results as needed.
· Establishes recruiting requirements by studying organization plans and objectives; meeting with managers to discuss needs.
· Builds applicant sources by researching and contacting community services, colleges, employment agencies, recruiters, media, and internet sites; providing organization information, opportunities, and benefits; making presentations; maintaining rapport.
· Determines applicant qualifications by interviewing applicants; analyzing responses; verifying references; comparing qualifications to job requirements.
· Arranges management interviews by coordinating schedules; arranges travel, lodging, and meals; escorting applicant to interviews; arranging community tours.
· To maintain internal database files and tables, and develop recurring or ad-hoc reports to meet the requirements and needs of the Society. This will include preparing monthly/quarterly recruitment, turnover and diversity monitoring reports and generating other reports as and when required to ensure a high standard of Human Resources Management information is available to management.
· To assist the Head of HR with preparing, developing and implementing policy and procedures on staff recruitment and to assist in the development of other HR Policies and procedures.
· To ensure that new employees receive all relevant starter documentation and that conditional offers are prepared and contracts of employment are signed and issued.
· To ensure that new employees personal file are created and that all new employee details are accurately set up on the Society HR database systems; to ensure that all essential employee personal information is in place in time for the Payroll cut-off date each month.
· Coordinating with Dubai Municipality, Embassies and Immigration centers for various transaction in relation to recruitment of various prospective candidates.
Other Responsibilities:

· To attend and participate in team meetings to work within a team culture providing support and encouragement to all team members regardless of job roe and thereby developing positive and professional relationships with all team members.
· To attend training, participate in the company’s supervision and appraisal processes and quality assurance of own work.
· To ensure that all work carried out complies with and promotes the Company’s Diversity Policy,
Statement of Values and aims and objectives.

· To contribute to making sure that all employees have equal opportunities in relation to employment matters, to acknowledge their individual differences and uphold their rights and responsibilities as set out law.
· To maintain high standards of health, safety, hygiene and secure working environment within agreed Health & Safety policies and procedures. To take reasonable care for the health and safety of yourself and that of others.
· To be able to attend occasional evening meetings (with notice).
Administrative Officer (Human Resources)
July 2015 – Present

RP Global Developers LLC - RP Group of Companies, Dubai - UAE

Working as an Administrative HR Officer reporting to CFO responsible for:

· Create & manage all systems for sellers, buyers, client database management, lead generation tracking, lead follow-up & all office administration.
· Maintain all financial systems, profit & loss statement, bill payment, budget(s), bank accounts, and business credit card(s).
· Coordinate the purchasing of any office equipment, marketing materials and any other business related supplies and materials.
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· Create & update a business operations manual and all job descriptions/employment contracts for any future hires.
· Manage the recruiting, hiring, training and ongoing leadership of all future administrative hires.
· Regularly assist agent to manage & enhance agent’s social media presence.
· Track & coordinate all inbound leads from websites, social media & other online sources.
· Oversee all aspects of buyer & seller transactions from executed Sale Purchase Agreement to final contract of sale.
· Coordinate title/escrow, mortgage loan and appraisal processes.
· Coordinate inspections, assist in negotiations regarding repairs, and coordinate completion of repairs.
· Submit all necessary documentation to office broker for file compliance.
· Consult & coordinate all property photos, staging, repairs, cleaning, signage, lockbox, access requirements & marketing activities.
· Obtain all necessary signatures on listing agreement, disclosures and other necessary documentation.
· Input all necessary information into database and transaction management systems.
· Coordinating with Dubai Land Department and Dubai Municipality for various transaction in relation to registration of projects, Land, Inspection of units etc.
Associate - H.R Operations (Human Resources)
Mar 2012 – Mar 2015

EY, GSS Trivandrum, Kerala - India

An Associate HR reporting to Team Lead responsible for:

· Supporting Middle East countries web based portal
· Background verification of Middle East employees
· Initial screening of resumes of Middle East candidates applying under the referral scheme for concern teams
· Processing salary certificate, experience certificate, bank letters and NOC’s for Middle East employees.
· In charge of initiating reference check for Ernst & Young MENA(Middle East North Africa) employees
· Statutory document tracking
· Taking exit interview for Middle East employees
· Working on the leave management system
· Handling probation completion process for 17 Ernst & Young Middle East office employees
· Multitasking handling variety of tasks same time for job requirements
· Taking induction feedback and maintaining a good rapport with the employees
· Thorough knowledge of HR policy manuals and preparing FAQ’s
· Taking up escalation calls and attending to Middle East employee’s issues, queries and problems
· Providing SD tool training for the senior HR personnel of Middle East Ernst & Young.
Achievements:

· Was awarded “Super Star Award” for performance for the quarter 2013, and exemplary adherence to and practice of Ernst & Young values.
Trainee (Human Resources)
July 2011 – Feb 2012

Taj Resorts and Palaces, Kochi, Kerala – India

Worked as a Trainee in HR for three months reporting to HR Manager responsible for:

· Analyzing employee turnover and developing strategies for employee retention.
· Communicating with supervisors and employees on the organizational policies and federal/state legal requirements/issues.
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· Resolving employee problems.
· Improving employee morale, such as by coordinating an employee-of-the-month program.
· Preparing vacancy announcements and screening job applicants.
	Personal Financial Planner (Part-time)
	

	Bajaj Allianz Life Insurance Company Ltd, Kanhangad, Kerala
	2007 - 2009

	
	EDUCATION
	

	
	
	

	MBA (Human Resources & Marketing)
	2009 - 2011

	SCMS College, Kochi (Affiliated to Mahatma Gandhi University, Kottayam, Kerala)
	

	
	Graduated with First Class
	


MBA Projects


1. A study on “Job satisfaction of employees” at Canara Leaf Springs Limited, Mangalore – Made policy recommendations based on the study.

2. A study on “Effectiveness of training and development” at Mangalore Chemicals and Fertilizers

Ltd.

3. A study on “Job satisfaction of employees” at Bajaj Allianz Life Insurance Co. Ltd, Kanhangad.

PERSONAL INFORMATION


Born 19 April 1988

Languages known: English, Kannada, Hindi, Malayalam, Tulu and Tamil

Nationality: Indian

Visa status: UAE resident

REFERENCES


Available upon request.
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