STRATEGIC HUMAN RESOURCE MANAGEMENT │ ORGANIZATIONAL DEVELOPMENT │ 
Seasoned and versatile HR professional, having exceptional interpersonal skills with more than 13 years of HR/Admin exposure with reputed business establishments, Providing strategic direction & management of assessment, conceptualization, design and roll-out of 
various short & long-term OD interventions around structure, processes and HR / talent management practices to gain a competitive 
advantage 
Multi-dimensional & visionary leader offering with extensive experience, having an entrepreneurial mindset possessing key business acumen in Talent Acquisition & Organizational Leadership with demonstrated People Management credentials 

CAREER SUMMARY  
· Expertise in accurately mapping requirements, formulating and modifying policies, instructions, SOPs for the entire spectrum of HR related activities, incorporating the latest HR policies that focuses on employees’ engagement, retention and channelizing available human capital’s potential to the maximum 
· Staying up-to-date on all general labor law compliance and issues; ensuring that employees and teams are in place to address compliance issues; ensuring that the company adheres to legal standards and in-house policies; enforcing regulations in all aspects, at all levels, as well as responsible for providing guidance on all compliance matters 
· Possess a distinguished & insightful diverse experience of anticipating the organizations future and working with senior executives to advise on recruiting tactics that will help to sustain the company’s success  
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Experience in maintaining harmonious industrial relations among management and workers through efficient administration and resolution of employees’ grievances 
· Expertise in institutionalizing sustainable Industrial Relations policies which are in long-term interest of the organization; counseling the employees to maintain a healthy work environment & facilitating employee satisfaction 
· Skilled in handling day-to-day grievance, dealing with Union Matters and negotiating with Unions for long term settlement and ensuring the compliances of customer statutory requirements 
· Deft in handling large workforces, maintaining peaceful & amicable work environment in the organization, and in initiating measures for the benefit of people in the organization; an effective communicator with exceptional interpersonal skills and hands on experience in training and development of subordinates. 
 SHAPE  \* MERGEFORMAT 



                       ORGANIZATIONAL EXPERIENCE 
From 17th May 2018 to 17 July 2022 | Indus International FZC | Executive HR & Administration Team Size: 5 
➢ Day to Day Activities : - 
A) Visa / Immigration / PRO Activities 
· Highly-skilled professional demonstrated excellence in leading & handling 390 employees including 340 blue collars 
· Responsible for handling on time / in time the activities related to New Visa Application, Residence Visa Stamping / Cancellation & Visa Renewal, Cancellation, Visa Medical / EID biometrics, Full & Final Settlement, etc.  
· Responsible all to complete all visa process in time to avoid government overstay fines / penalty. 
· Assisting Employees to apply visa and stamping process for their Family members. 
· Applying employment visa and status change after receiving visit / tourist visa from the travel agents and arrival of employees.  
· UAE residence visa consultation, application and internal and external communication. 
· Applying application of Visa’s, NOC’s, renewals, advising on document translation, car registrations, driver’s license applications and other similar government related documentation. 
· Staying up to date with relevant regulations, rules, policies and procedures across all government departments (Sharjah Airport free Zone-Saif Zone). Manage and research documents as per requested by UAE Govt. 
· Be answerable and available to all employee for visa related queries. 
· Ensuring that all process and are completed as per UAE Govt requirements (Visa Medical, Biometrics, Visa status changed, etc.), paid full payment to Govt.    
· Explaining / guiding / assisting / arranging all employees/staffs (white collars) and especially workers who comes from (UP/India, Nepal, Bangladesh, Ghana, Sri Lanka, etc., various nationalities) about visa medical, biometrics process.   
· Ensuring compliance to all record and maintain relevant data for all correspondence and be aware of online digital portal processes, if applicable. 
· Represent as a Company Representative in Visa section / Immigration / Medical authorities 
· Any other tasks (Visa cancellation for medically unfit employees, Cancellation of absconded employees) that are administered by management. 
A) HR / Admin Activities 
· End To End Recruitment Process / Hiring process that includes conducting job interviews, job posts, reviewing resumes, candidate’s verification, and ensure recruitment process runs smoothly. (From hiring to firing / exit). 
· Onboarding, Arranging airport pick up and drop for new joining and exiting employees. 
· Informing the new joiners with the company policies, culture & job profile; responsible for ensuring that every new employee in the organization goes through the structured induction process ▪ Organizing the induction program for new employees. 
· Preparing and keeping of employment records related to hiring, transforming, promoting, end of service, leave etc. 
· Administer employee health insurance program. 
· Respond to employees’ queries and resolve issue in a timely and professional manner. 
· Ensure the compliance to all legal and government requirements. 
· To keep employee files up to date all the times and submission of the file to accounts for preparation for leave salary or final settlement. 
· Leave Management – Manage employee leave as per the UAE labour law and keep records up to date. Preparation of leaves requests, joining papers etc. 
· Payroll – Prepare and organizing at month end time sheet / attendance of all employees and timely submission to the accounts department. 
· Prepare and issue disciplinary letter to the employees on violations after obtaining necessary approvals. 
· Attendance Records / Biometrics – To keep track of all employees about IN/OUT. 
· Coordinate exit process / exit interview for departing employees. 
· Handling petty cash of (AED 10,000) 
· Circulate Memos, policies or procedures to the concerned departments, or to the entire group for company ies as required. 
· Develop / Implement HR policies throughout the organization, explaining the policies, procedures, laws, and standards to new and existing employees. 
· Processing Employee Certificates such as NOC’s and other applicable letters. 
· Displaying on notice board monthly production target schemes to motivate workers / labours, managing weekly rewards to “Hero of the Week” for workers / labours (Blue collars).  
· Taking care of medical related issues / sending to the medical Centre / hospital / as and when requires. Co ordinating and solving queries / issues of all employees. Keeping healthy relations with employees. 
· Driver’s management (3 Drivers) for daily staff pick up / drop trips, airport pick-up/ drops, Guests / Customer pick-up & Drop, / Powder Coating / Material movements, etc as per activities of companies, Supervise housekeeping (2 Sweepers). 
➢ Regular Activities : - 
· To keep record of ISO documents. 
· Attending / Managing HR / customer audits related activities / documents. ▪ 
To keep record of Company’s vehicle renewals and insurance. 
· Taking shop floor / plants rounds regularly to check that all blue collars are following safety rules, disciplines. Nobody is sleeping / spitting / on work station. Taking disciplinary actions if required 
· To check canteen foods quality regularly and keep the records of food parcels and submit to the accounts for payment process.  
· Recognized for managing the pandemic Covid 19 scenario exceptionally well 
· Contributing strategic inputs in providing a new direction and thought leadership to the company, developing & implementing HR strategies while managing overall operations 
· Recognized for exceptional ability to manage cost/ budgets, built strong teams and relationships; especially skilled at directly confronting issues and for pursuing fast results in a way that meets organizational needs 
· Taking the initiative of driving operational excellence through development of overall objectives and long-range goals for the assigned area. Responsible for managing a staff function of the HR organization’s needs 
· Working in close collaboration with local law, government officials, (Court, Jail, Police Station, Govt. Hospitals, etc.)  such as cases of absconding workers / Accident / Thept / Medical Unfit  / Employee Death, etc. 
· Involved in overseeing passport release/ extension after 90 days if required to avoid penalty; arranging additional rooms in worker accommodation in SAIF Zone 
· Obtaining NOC'S/ Approvals from the Saif Zone (Sharjah Airport Free Zone) Engineering departments 
· Sending email for birthday wishing to employees and arranging cake cutting celebration for white collar staffs. 
· Arranging Dusshera / Diwali Pooja, lunch programs. Distributing gifts / sweet boxes to employees. 
· Taking part or discussion with management for yearly Staff’s Appraisal / promotions / Incentives. 
· Handling all administrative activities like maintenance of office equipment, transport, housekeeping & maintenance of office and record keeping of office stationery including various formats 
· Monitoring Fire Alarm systems, Fire Extinguishers cylinder etc.; carrying out Mock Drills etc.  
· Overseeing security related activities for safeguarding assets and maintaining security awareness 
· Distinguishing vulnerabilities / exposures & risks; implementing procedures for day-to-day operations as well as contingencies. Liaising with law enforcing agencies for crisis and emergency planning. 
▪ 
 
Dec 2016 to Apr 2018 | Smart shore Infoservices (P) Ltd. | Hr. Manager (Offshore) 
Key Result Areas:  
· Searched & identified candidates from various job portals (Naukri.com, Monsterindia.com, Indeed.com, etc.), social media (Facebook, Linkedin, etc.) 
· Responsible for attraction and timely recruitment of high caliber talent for all facets of the organizations’ work, achieved by developing and ensuring implementation of recruiting strategies, policies & leading edge programs to meet workforce planning needs for the future. 
· Devising selection criteria, assessment methods and operational procedures and processes to acquire talent 
· Facilitating the development of capacity of staff to identify and successfully screen talent of the highest caliber to meet evolving organizational requirements and develop a strong talent pipeline 
· Strengthening the employer-employee relationship; skilled in formulating workforce strategy & determining the functional processes necessary to meet organizational goals 
· Formulating strategic annual business plans and conducting business performance / monthly & quarterly reviews; facilitating successful manpower planning, resourcing and deploying expansion/right-sizing activities within the organization 
May 2016 to Jul 2016 | Dubai based Medical / Healthcare HR/Recruitment Consultancy | Offshore HR Coordinator 
Key Result Areas:  
· Ensured timely documentation follow-up and submission for Nurses/Midwives, Doctors (MOH, DHA, HAAD), etc. 
· Managed the recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements for new / existing departments 
· Ensured prompt resolution of employee grievances to maintain cordial management-employee relations and managed personal relations 
 SHAPE  \* MERGEFORMAT 



ENTREPRENEURIAL EXPERIENCE  Feb 2008 to Mar 2018 | Wright Option Consultancy Services, Hadapsar, Pune | - Owner 
· Recruited white collar / staff from fresher to VP level in various industries e.g. Construction, Manufacturing, FMCG, Hospitality, IT / Non IT etc., 
· An HR leader with disruptive skill yet creates viable solution to the talent challenges of the organization 
Jan 1997 to Mar Feb 2008 | Inlaks and Budhrani Hospital – Koregaon Park Pune | - Medical Transcriptionist  
 SHAPE  \* MERGEFORMAT 



ACCOLADES  
· Shortlisted for PSI through Lokseva Ayog Exams 
▪ 
Actively participated in state level Kabaddi Tournament in school 
· Efficiently cleared 2 parts UPSC examinations in Medical Science ▪ 
Acted as the Captain of NCC in School 
· Secured 3rd rank in Drawing competition 
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EDUCATION  
· Master of Commerce from Pune University in 1995 
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Other Credentials:  
· Certification Course in ▪ Certification in the Medical ▪ Certification of MSCIT  Radiographer/X-Ray Technician Transcriptionists WWW  
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PERSONAL DETAILS  

Nationality
: Indian

Date of Birth 
 8th March 1973

Marital Status
: Married

Visa Status
: Visit Visa Ready to Fly

Contact Details
: CV405386@gulfjobseeker.com 
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WhatsApp WhatsApp
+971504753686 +919979971283
ANUP P BHATIA feedback@arabianjobseeker.com  feedback@gulfjobseeker.com

HR CONSULTANT

UAE: Off No 568 Abdullah Kambir Business Center Abu Baker Siddique Metro Station Dubai
INDIA: Office No 203, Balaji Heights, Chimanlal Girdhardas Road, Ahmedabad, Gujarat

Manpower Recruitment (Professionals + Labors) | Remote Workers | Job Advertisement
Job Search Assistance | CV Writing - Distribution | Visa Service | Certificate Attestation
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Providing Professional Services to Employers since year 2002

Authorised Foreign Representative of Licensed Manpower Agencies

Issue Demand Letter > Chamber of Commerce + Embassy Attestation >
Interview Candidates Online > Issue Visa + Ticket to Selected > Manpower Deployed
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PHILIPPINES
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Hiring & Document Processing of Skilled Workers from Philippines

First Impression Management Consultancy (Est. Since year 2002)
Office No 568, Dynamic Business Center, Abu Baker Siddique Metro Station, Dubai, UAE
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ANUP P BHATIA www.abeis.in / contact@abeis.in
IT CONSULTANT WhatsApp: +971504753686 / +919979971283

INDIA: 203 Shree Balaji Heights, C G Road, Ahmedabad, Gujarat, India
UAE: 568 Abdullah Kambir Business Center, Abu Baker Siddique, Deira, Dubai




May 2016 to Jul 2016 | Dubai based Medical / 





Healthcare HR/Recruitment Consultancy | 





Offshore HR Coordinator





Dec 2016 to Apr 2018 | Smartshore Infoservices (P) 





Ltd. | Hr. Manager (Offshore)





Since May 2018 | Indus International FZC | 





Executive HR & Administration








[image: image13.jpg]


