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JITHIN 
Email: jithin.381037@2freemail.com 
Personal Profile
Extensively experienced Human Resource / Administration Manager with expertise in industrial relations as well as overall management skills including Staff Management.

Professional Experience: Total 9 years 
Area of Interest
Human Resources & Office Administration
Company: Al Faisaliyah Contracting LLC, Dubai from March 2015 

Job Title: HR & Administration Manager
Duties and Responsibilities

· Manage recruitment and selection of all new Employees and Contract Staff.
· Handling recruitment through various streams like Naukri, Monster, and GN Etc and maintaining the records of the employee by maintaining their personal file.
· Issuing Offer Letters, Appointment Letters, Transfer Letters & Confirmation Letters.
·  Taking Exit-Interview and Issuing Relieving letters & full and final statement of existing employees
· Online  Employment visa process & arranging arrival schedule
· Immigration and labour card renewal of employees (includes visa renewal, work permit renewal, Emirates Id renewal etc.) 
· Managing EDNRD / GDRFA online activities.
·  Payroll activities, End of benefit and settlement calculation. 

· Maintaining all employees Personal files

· Timely renewal of all insurance policies of Company which includes staff & employees medical Insurance cards.
· Timely renewal of Tenancy Contracts  of Company leased premises
· PRO  Coordination 

· Liaising with labour & immigration department, Typig Centers, government officials, Etisalat, sub-contractors and special agencies to maintain good industrial relations and to ensure full statutory compliances.
· Initiating Company Trade license renewal, Trade License amendment, Legal documents amendment

· Various arrangements connected with company conferences, seminars and training programs both outdoor and indoor. Requirements included audio-visual requirements, stationery, food, transport and accommodations. Selection process of locations and vendors connected with it etc before making the above arrangements.
· Work closely with management and employees on all grievance issues within the company.

· Implementing all rules, procedures, directives etc. applicable under various statutes including those prescribed by the Management.
· Work closely with senior management to identity, develop and implement training and development programs in line with the business objectives.
· Delivery of training to employees on a regular basis – e.g. induction training; quality training
· Ensuring timely initiation and proper compliance of statutory requirements under various labour laws.
· Arranging hygienic up-keep of labour camp(s), site canteen(s).

Company: RP Group of Companies, Dubai from March 2011 to March 2015
Job Title: Sr. HR & Administration Officer
Duties and Responsibilities

· Managing full recruitment process including sourcing strategy; interviewing; reference checking; making offers to candidates; driving and delivering induction training.
· Applying online visa after the selection of the recruits under UAE labor law. Applying for the Temporary work permit for the employees who are deputed to other branches of the group in UAE.
· Issuing Offer Letters, Appointment Letters, Transfer Letters & Confirmation Letters. 
· Immigration and labour process of employees.

· Managing time sheet & Payroll calculation of employees

· Preparation of Leave settlement & final settlement

· Responsible for Welfare Activities to improve and develop the work standards, skills, knowledge, ability, discipline and cooperation while maintaining internal environment.
· Ensure all the Insurance Policies are timely renewed which includes CAR policy, Fire policy, WC policy, Group  Medical Insurance
· Timely renewal of  all  Trade License under  Group
· Managing centralized Vendor contracts for building management services including housekeeping service & supplies, mechanical, electrical and plumbing maintenance, life safety, office supplies and service on office equipment.
· Work closely with management and employees on all grievance issues within the company.

· Work closely with senior management to identity, develop and implement training and development programs in line with the business objectives.
· Provide senior management and others with various types of employee reports including attrition, absence, compensation, annual leave, overtime costs and headcount.
· Responsible for the development and delivery of the employee induction program.

· Design of a merit increase and salary review system with built in factors such as salary review budget, company performance, individual performance, market rate of the job and internal equity to ensure fair and equitable review of salaries within the business.

· Delivery of training to employees on a regular basis – e.g. induction training; quality training; training on effective recruitment and performance management.
· Ensuring timely initiation and proper compliance of statutory requirements under various labour laws.
· Obtaining/generating and maintaining the requisite statutory records relating to attendance, overtime and earnings of all workmen at the site.

· Arranging, maintaining and rendering medical first aid to workmen of the site as and when need arise.

· Arranging hygienic up-keep of labour camp(s), site canteen(s).
· Implementing all rules, procedures, directives etc. applicable under various statutes including those prescribed by the Management.
· Liaisoning with labour department, job related government officials, the workmen, sub-contractors and special agencies to maintain good industrial relations and to ensure full statutory compliances.

· Vehicle Management & Controlling
Company: M/s. SAI Constructions, India from September 2008 to January 2011

· Job Title: HR Officer
· Responsibilities:

· Coordinating with all people managers in all employee related issues regarding employee investigations, absence issues, counselling, grievance and discipline etc.

· Organising the recruitment of staff, coordinating interviews, checking references.

· Drafted contracts, and finalised same for all new hires.

· Delivery of HR induction module to new starters.

· HR reporting to management
· Involved in review of employee reward strategy, and proposals for improvement of same.

· Provided administration support to the HR Manager in all HR related matters;
· Managed time & attendance records for payroll
· Developed and implemented corporate policies and other relevant documentation.
Company: M/s. Mahindra & Mahindra financial services LTD, India from December 2007 to August 2008.

Job Title: HR Executive.
· Coordinating recruitment and selection procedures & delivering induction training;

· Developing and maintaining job descriptions;

· Evaluating competencies & training needs for all employees;

· Managing and reviewing training budget;

· Provide comprehensive high quality customer focused HR support across a broad range of HR activities.

· Support people managers & payroll activities including salary benchmarking and the bonus process;.
LANGUAGE PROFICIENCY

· English, Malayalam, Hindi & Tamil.
ACADEMIC QUALIFICATION

Master of Business Administration (MBA) – Year 2007, Specialized in Finance & Marketing
· Anna University, Tamilnadu, India
· 70% Marks obtained. 









Bachelor of Commerce (B.Com) – Year 2005
· Mahatma Gandhi University, Kerala, India


 
· 59% Marks obtained














  COMPUTER PROFICIENCY 
· Tally 7.1
· Primavera P6
· MS–Office
· Visual Basic , ERP
PERSONAL INFORMATION
	
	

	Gender 
	: Male

	Age & Date of Birth 
	: 32 Yrs. 01.04.1985

	Nationality 
	: Indian

	Marital Status 
	: Married

	UAE Driving License 
	: Valid up to 03/05/2022)

	Visa Status                       
	:  Residence Valid up to April 2019
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