Resume of NASIR 

ObjectivE
Management level position to serve a professional organization that effectively utilizes one’s acquired knowledge, expertise and creativity and offers opportunities to excel with potential for career & personal growth.
HIGHLIGHTS 

· Well-rounded personality with varied practical experience & specialist knowledge in human resource management
· Post Graduate (MSW: Masters of Social Work with specialization in Industrial Relations and Personnel Management) with Commercial background (BCom)
· IIT (Kharaghpur) Sponsored Certification in Human Resource Management
· Practical Experience in industry plus academics (Teaching)

· Implementing innovative strategies and HR Interventions for accelerated growth of the organization.
· Involved in reviewing, framing, communicating the policies in the organization as well as Pre-auditing Social Audit 8000-2014, ETI Base Code and INDITEX Code of Conduct.
· Gained exposure in the implementation of various HR processes (Manpower Planning, Payroll & Mail Management, and Performance & Quality Management).
· Well versed in SOPs for various operations, employee welfare statutes/regulations like PF, ESI, and Gratuity & Pension Funds, Superannuation. 
· An effective communicator with management & communication skills and flexibility to work in a multi-cultural environment. 
· Possess ability to motivate people to achieve organizational objectives.
WORK EXPERIENCE
Manager-CSR






Since May 2017 

ENKAY EXPORTS INDIA LTD.

RESPONSIBILITIES:

Initiate CSR Objectives, Conduct In-House SA 8000:2014 Audit, Wage and Salary Administration, Appraisals, Statutory Compliance, Talent Acquisition, Training & development, SOP’s and their Implementation, Policy making, Succession Planning, JD’s in line with Job Analysis.

HR Manager





   
July 2012 to June 2015
VISION VALLEY FZ LLC UAE  



	RESPONSIBILITIES:
· Played a key role in ensuring the successful launch of company’s new office. Implemented programs and policies in the areas of training, compensation structures, benefits packages, incentives and new-employee orientation.
· Fostered an open-door environment conducive to positive dialogue across the organization. Personal efforts were cited as the driving force behind branch's employee-retention within the industry where high turnover is the norm.

· Conducting Interviews, Reviewing & Scrutinizing the CV’s & the applicants, review, evaluate applicant skills and make recommendations regarding applicant's qualifications. 

· Payroll, Security & Company Transport management.

· Introduced company's first formal performance review program, creating a flexible and well-received tool that was later adopted company-wide.  

· Successfully completed the audit ISO 14001:2008 certification.
· Revised job descriptions across all levels and 50+ categories. "Shadowed" and interviewed employees to construct an accurate picture of the duties and skills required for each position. Recommend , develop and maintain human resource data bases in the ERP software.

· Wrote employee manual covering issues including disciplinary procedures, code of conduct,Policy and benefits information.

· Co-developed company's first-ever standardized disciplinary procedures and tracking system that insulated company from legal risk and ensured consistent and fair discipline processes. 

	


HR Manager


         
    

               January 2009 - June 2012
INTERNATIONAL RUBBER COMPANY UAE

	RESPONSIBILITIES:
· Responsible for all human resource activities to include employment, compensation, labour relations, benefits, and training and development.

· Interview job applicants, review application resume, evaluate applicant skills and make recommendations regarding applicant's qualifications.

· Develop and maintain relationship with employment agencies and other recruitment sources. Correspondence with the Banks and other Government Organizations.

· Prepare, process and distribute payroll.

· Design and conduct new employees’ induction program and orientation.

· Administer and explain benefits to employees, serve as liaison between employees and    insurance carriers, management of the Time Office.

· Successfully completed the audit for ISO 9001:2008.
· Recommend, develop and schedule training and development courses in Co-ordination with the Production management.
· Provide advice, assistance and follow-up on company policies, procedures, and documentation.

· Coordinate the resolution of specific policy-related and procedural problems and inquiries.

· Recommend and develop human resource data bases,HR Policies and manual filing systems.

· Management of labour Camp and the arrangement of Medicals for new employees.
· Security & Company Transport management.


Sr. HR Executive                                                    May 2003 - November 2008

BHARTI AIRTEL SERVICES 
RESPONSIBILITIES
· Liaison with various Government Departments.
· Prepare and take approval for Salary Structure and Issuance of Offer letter of selected candidates. Collect documents and issue appointment letter/s as per company policy.
· Induction to new employees. Compensation & Benefits advice.
· Monthly / Weekly MIS to be sent to Branch Head / HR Manager. 

· Handling monthly payroll and yearly forms for employees. Performs a wide variety of record keeping and payroll processing activities, including computing wage and overtime payments.
· Reviewing, updating and maintaining proper filing of PF Forms, HR handbook, performance appraisal form and training schedules.

· Handling all employee enquiries & grievances.

· Negotiating with staff and their representatives on issues relating to pay and conditions.

· Payroll management & distribution.

Manager (Personnel & Administration)


   Jan 1995 – Apr 2003
WASAN & COMPANY
RESPONSIBILITIES:





· Designed an intervention program to improve employee performance in the factory.

· Provided recommendations to the organization by the use of a designed training program

· Implementation of Personnel Policies, Evaluation of Staff, Man Power Planning
· Making Performance Appraisal reports & maintenance of office & factory.
· Compliance of all Statutory Provisions under different labor laws including PF, ESIC, Bonus, Gratuity, Full & Final Settlement.

· General Administration & security, liaise with the Government Departments & fulfilling other functions as assigned by the management from time to time.

· Managing Time office & housekeeping department. Prepare Vehicle movement reports & ensure security arrangements for the company’s properties.
EDUCATION:
Post Graduate Degree:
MSW (Master of Social Work): Passed with 1st Division in                                     1994. Specialization in Industrial Relations and Personnel Management from Institute of Social Sciences, Agra University (India)
Graduate Degree: 
B.Com (Bachelor of Commerce) Passed with 1st Div. in 1991 from St. John’s College, Agra (India)
HOLDING A VALID UAE DRIVING LICENCE

PROFESSIONAL COURSES & CERTIFICATIONS:

1. Certificate Course:
Principles in Human Resource Management passed with elite Class (74%). Course organized by IIT Kharagpur (India)

2. Professional-Level 2 in Core Human Resource Management
3. Professional-Level 1 in Core Recruitment

4. Technical English- IIT Madras (Ongoing)

5. Human Values and Professional Ethics
INTERESTS:
I enjoy Driving and Sports.
Well versed in Microsoft computer applications and Libra Office
CONTACT DETAILS:       Email       : nasir.378771@2freemail.com 
       Mobile      : C/o 0504753686


Nasir BCom, MSW
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