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                                                              Rafeek 
E-mail rafeek.379682@2freemail.com 


Career Objective: 

As my profile carries a valuable around 20 years work experience in Dubai. I would like to serve my full abilities furthermore. To seek a challenging position as HR Manager in a dynamic organization that 
welcomes initiative and dedication and demands excellence in consistently meeting business objectives and exceeding standards.

Professional Information:
  

· Master of Business Administration (HRM)

· Certified Human Resource professional from American Certification Institute in US (ACI).

· 20 years of HR experience in UAE, with diversified industries 

· Expertise within operational, strategic and commercial facets 

· Knowledge of UAE Labor Law
· Strong experience in partnering with Senior Leaders 

· Proven track record of continues professional development 

Strengths:
Possess strong Organization and Communication Skills.

Ability to work under Pressure in Fast-paced environment.

Ability to lead & motivate teams to achieve the organizational goals.

Ability to take responsibilities and adaptability of different working Conditions.

 Professional Work Experience: 


	Designation

         
:   Human Resources Manager
 Company


:    Shamma Hospitality LLC,Dubai 
                                                One of the leading Hospitality Group in Dubai and GCC   
Nature of activity                : F & B                                                                 
Duration


:    January 2011 – Presently working


Shouldering responsibility as follows:
Major Responsibilities:  
· Recruitments 

· Policy Implementation & Process

· Payroll preparation & process

· Legal & Property documentation

· Staff Relation

· Responsibilities in details.
· Handling entire UAE recruitments & entire global recruitment for Kuwait, Qatar and Oman.
· Responsible for end to end recruitment of all the Blue and White collar positions including bulk hiring.

· Recruitment Planning for Future vacancies in advance on the basis of Sales and Operations projections 

· Creating Vacancies within the organization in coordination with the concerned dept.

· Implementing and appreciating internal hiring and internal promotions for the excellent employees

· Posting Job ads on all the free platforms including Indeed, Khaleejtimes, Gulf New, GNcareers, and LinkedIn wall, If needed-paid platforms such Dubizzle, LinkedIn and news papers

· Screening, Filtering CV/Resume on daily basis for different company requirements

· Shortlisting best profiles having experience in the same industry

· Interviewing shortlisted applicants separate face to face 1st and 2nd round with the concerned Dept. head

· Negotiating salaries with the suitable applicants

· Issuing offer letters to the finalized candidates and following up with them for the complete documentations

· Created and updating on routine basis these below online Trackers: 

· Recruitment Tracker, Interviews Tracker, Training Tracker, New joiners Trackers, Exit Country Tracker and Offer letters tracker and sending weekly reports
· Drive all aspects of employee joining and exit processes.

· Develop & implementation of organizational Policies and Procedures and process. 

· Organizational Design and Performance Management.
· Proactively maintain HR records by recording new hires, transfers, terminations, tracking vacations, sick leaves, Public Holidays and personal time.
· Deal with grievances and implement disciplinary procedures in a fair/balanced way in accordance with the UAE Labour Laws.
· Immigration & Labour Process Management and onboarding
· Compensation and Benefits Management
· Managing 320 staff’s records.
· Labour relations & employee relations.
· Maintaining employee personal file.
· Custodian of employee passport and other legal documents.
· Preparing monthly employee payroll.
· Preparing employee letters, offers, contracts and staff memos.
· Responsible for employee visa / Labour contract renewal.
· Responsible for annual leave calculations 

· Responsible for trade license renewal including additional permissions like 24 hours permission, Shisha License etc.
· Employee salary increment calculation
· Employee Hygiene certification and coordination for PIC training. 
· In addition to HR, manage the Administration function which includes facilities management, vendor relations, supplies management, resource allocation, and budgeting.
· Liaise with company PRO to process visa process and cancellation
	Designation

         

             :
HR & Public Relations Manager
  Company



           
:
Diplomat Engineering LLC, Dubai & Sharjah

  Duration




:
Dec 2007 – Dec 2010


Shouldering responsibility as follows:
· Reporting to the Chairman of the Group.

· Responsible for the Manpower recruitment.

· Co-coordinating with Project Managers & Other senior officials for the manpower requirements.
· Screening of resumes.

· Arranging venue and time of interviews and being involved in the hiring process.
· Responsible for issuing Offer Letters, Warning and Terminations after the consultation with senior managers.
·  Responsible for the Labour & Immigration issues.

· Responsible for work permit and visa.

· Preparing Labour & Immigration documents.

· Responsible for the Labour camps.

· Prepare all external as well as internal correspondence and maintain file for the record.

· Keep track of Absentees, Absconders, Accidents, Out of country for six months, Hospitalised and sick workers.

· Prepare staff performance report with the coordination of section heads or in-charge.

· Maintain employee’s personnel database, confidential reports & other records.

· Interacting with Police Dept, Labour & Immigration and foreign Embassies and Consulates.

· Coordinating with Public Relation Department.

· Preparing online visa applies.

· Responsible for Renewals of Trade Licence, Tenancy Contracts.

· Pay Roll Management.
	    Designation

        :        HR Officer
    Company
                     :       Al Seer Trading Agencies LLC, & Arabian Oasis                                                                                

                                                       Food Company LLC
                                                      (One of the subsidiary associates of Spinneys Dubai)
    Duration
                    :       Dec 2000 – Oct 2007


· Custodian for the employee Passport.

· Labour & Emigration documentation.

· Scanning and inputting candidate’s information.

· Maintaining Expiry & Renewal dates of Passport / Visa / Labour Card / OH Card of Food handlers / Trade Mark / Distribution permission / Vehicle graphics 

· Coordinating with Staff and doing arrangements for their official requirements.

· Maintaining Employee Personnel File

· Visa and Travel arrangements for all employees.

· Interacting with Foreign Embassies and Conciliates

· Interacting with Hotels & Property consultants.

· Medical insurance follow up

· Trade Licence, Chamber of Commerce & Civil defense certificate renewals of all emirates

· Employee welfare activities.

· Municipality permissions for promotion campaign, Sampling and distribution.  

· Interacting with Port and Free Zone for food distribution.

· Managing staff accommodation.

· Advertising booking and arranging.

· Stock control and purchasing of office supplies 
· One of the leading FMCG distribution companies in UAE.

As Sales Coordinator.

· Reporting directly to the executive director, Finance & Admin. Manager and GM Sales & Marketing.
· Strict implementation of procedures pertaining to purchase, internal stock transfer, stock adjustment and handling damaged goods.
· Executing stock-takes in all inventory locations.
· Supervising the stock control team.
· Closely monitoring of stock disposal (sales & deliver) procedures. 
· Preparing & Analyze sales reports, monitoring the curve of sales, with dedication

points of strength & weakness.

· Managing different schemes & offers of the various functions in UAE.

· Handling marketing survey & statistics and keep long term relations with customers,     

to avoid problems and misunderstanding if happened.

· Maintaining employee files.

· Maintaining Vehicle files.
· Managing staff accommodation
· Preparing attendance, Transfer and meeting of the seniors.

· Preparing travel documents.

· Updating Trade Licence renewals for the branches, Labour card renewal & medical of the employees, vehicle permissions, passing & registration, Insurance Policies and all the administration related databases accurately. 

· Handle all incoming and outgoing foreign and local communications through telephone, emails and faxes. 

· Insurance claim follow-up for the damages, vehicle accidents.

· Maintain files for the above manually.
· Other responsibilities Included:

· Preparing LC documents for Import & Export.

· Outstanding follow-up. 

· Preparing export documents.

· Dealing with chamber of commerce and shipping companies for Air/Sea cargo.

· Handling Accounts receivable, Sales Book, Purchase books, Inventory Books, Cash  

      handling & Petty cash book, Collections from Salesman, Deposits, PDC updating.  

· Updating price list of the product, Product costing list, Preparation of Local Purchase orders.
Academic Qualification:
· Master of Business Administration (HRM)
· Bachelor of Science - Chemistry.
Professional Qualification:
· Certified Human Resource professional from American Certification Institute in US (ACI).

· Post Graduate Diploma in Computer Applications from IRS Institute, Kerala

· Valid UAE driving License.

Personal Details:
· Name


:  Rafeek 
· Nationality

:  Indian

· Marital Status
             :  Married
· Visa status 

: Employment Visa
DECLERATION: I assure you that the above furnished information’s are true to the best my knowledge.                                                                                                                                           

                                                                        [image: image2.png]


[image: image3.png]



