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I seek a career in Human Resource Management, offering continuous growth and learning opportunities which can be used successfully for achieving organizational and personal goals

Personal Profile:


· A dedicated professional with more than 9 years of qualitative & enriching experience in multifaceted HR, Admin functions in UAE.
· Presently associated with Estates Management Group under Royal Group. Previously associated with a leading Group in UAE which functions in areas of Real Estate, Construction, Contracting, Trading, and Investments etc.
· A thorough professional with a proactive attitude, capable of thinking in and out of the box, generating new design solutions and ideas.
· Possess excellent interpersonal, communication and organizational skills. Flexible and versatile-able to maintain a sense of humor under pressure. Poised and competent with environments. Excellent team-building skills.
· Proven track record of delivering Quality HR services in areas of Talents Acquisition and Retention, Performance Management and Succession Planning, Change Management & Employee Engagement strategies, Strategic Enterprise Management, Human Capital Excellence , HR Policies, Procedures, Processes (Best Practices) and Admin Support.
Organizational Experience


SR Trading FZC

Worked as HR Consultant on contract basis

From January 2017 to July 2017 (Contract finished on 31st July 2017)

Responsibilities:

1. Streamlining of HR Process and procedures

2. Implementation of Performance Management Mechanism.

Eltizam Asset Management Group

(Part of Royal Group), Abu Dhabi

(Renamed from Three60 Estates Management LLC)

From May 2010 to September 2016

Senior HR Executive (Recruitment)

Promoted to the present position on October 2013

Duties & Responsibilities:

Human Resources:

· Talent acquisition, Onboarding
a. Updated job requirements and job descriptions for all positions.

b. Maintained a recruiting, testing, and interviewing program; counseling managers on candidate selection

c. Handled more than 600 recruitments including blue collar candidates.

d. Effectively mobilized time bound overseas group recruitments – participated recruitment drives in various countries.

e. Maintained a cost effective hiring with proven negotiation skills.

· Identifying KPIs for various depts. and positions as part of appraisal.
· Grievance and discipline handling
· Performance Management – Probations and Appraisals.
a. Probation tracking

b. Prepared the team for Mid-year and Annual appraisals

c. Ensures performance objectives, KPIs and Targets are communicated in time.

d. Final reports to the management on appraisal ratings.

· Manpower planning and allocation
a. Assisted HRM on project wise manpower planning

· Generating HR Analysis reports
a. New Hire Budget/Analysis - quarterly

b. Terminations Budget/Analysis - quarterly

c. Turnover - monthly

d. Demography reports – quarterly

e. Monthly report – contains 1. Recruitment - Interviews, Selection. 2. On boarding - New joiners, induction. 3. Probation – Confirmed / Extended. 4. Training – Feedbacks. 5. Resignation-Termination - Exit interview feedback. 6. Visa-new & renewals, cancellation.


· Disengagement process
a. Coordinated with various departments for clearance

b. Exit interviews and tracking

c. Coordinated with PRO for visa cancellation and other exit processes

· Coordinated Training
1. Organised face to face with Leaders as part of TNA

2. Discussion and Negotiation with Training institutions

· Policies and Procedures - modifications
· Advisory consultation support to project heads
· Accurate maintenance of Organizational charts.
Effectively handled frequent restructuring based on the 3 change management during a span of 5 years

· Assisted HRM for preparation of Budget vs Actual report for the management.
· Employee Retention/Recognition Programs
· Support payroll team in updating..
Administration:

· Supevision of Labour camp administration
· Supervision of Transport Management and Drivers
· Reception Management
· Monitoring and alarming PRO Department for validation of documents like Passports, Visas, Emirates IDs, Labour Cards, Company Registrations, Insurance Policies, Security Passes, vehicle registrations etc
· Office Stationery
· Office facilities, modifications and maintenance as applicable.
· Bio Metric Attendance reports.
· Coordination of Company parties, Iftar party and other employee recreational activities
· Company CSR activities in line with Marketing Departments.
Al Naboodah Construction Group LLC

(Al Naboodah Group of Companies)

HR Executive– (from July 2007 – March 2010)

Duties & Responsibilities:


· Associated with the team for Man power Planning & Recruitment
· General office Administration
· Employee Services – Insurance, salary certificates, travel management,
· Leave Management, Disengagement process
(Also handled the functions as Property/Admin Coordinator with the Real Estate Division for a period of 6 months from April 2009 to August 2009)

Work experiences in India

April 1996 to April 2007 , Admin Clerk,

District Hospital, Kollam and District Medical Office, Kollam,

Health Services Department, Government of Kerala

Educational Qualification


1. Certified Human Resource Consultant (CHRC) , Blue Ocean Training & Consultancy (2015)
2. Certified Human Resource Manager (CHRM), American Certificate Institute (2014)
3. Certified Human Resource Professional (CHRP), American Certificate Institute (2014)
4. PG Diploma in Public Relations and Journalism, SCMS, Cochin, India (1992)
5. Bachelors in Economics, University of Kerala ( 1988)
	Languages Known
	: English, Malayalam, Tamil, Hindi

	Computer skills
	: JD Edwards & UBERIQ, SAP, MS Office

	Hobbies
	: Music, Literature, Travel

	Personal Details:
	

	Date of Birth
	
	: 15 May 1968

	Sex
	: Male

	Nationality
	: Indian

	Marital Status
	: Married

	Driving licence
	: Valid UAE/India


References : will be provided upon request

