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ANVAR
Abu Dhabi, UAE.
Objective:-

Seeking a challenging position in an organization as an incentive to learn and work hard in the field of Human Resource, to achieve success and acquire the richness and variety of experience as I
move ahead. To dedicate maximum to the profession with commitment and devotion, in order to prove my worth.
Area of Specialization: - Human Resource.

Profile:-
· Professionally qualified with an MBA in Human Resources Management & Marketing. 
· Have five years & six months of experience in handling Recruitment, Operations & Database Management, Administration, Performance Management, Training and Development. 
· Proficiency in managing tasks involved in the recruitment process including sourcing, screening, shortlisting the candidates, scheduling /conducting interviews and finalizing salaries. 
· Sound knowledge of recruitment procedures. 
· Have HR/Recruitment experience in Multinational Oil & Gas Company. 
· A keen communicator with the ability to relate to people across all hierarchical levels in the organization. 
· Proficient in MS Office applications. 
· Have excellent people skills; negotiation and influencing skills. 
· Young, energetic, enthusiastic & capable of working hard. 
· Can work under pressure and meet deadlines. 
· Willing to travel anywhere. 
· Holder of Valid UAE Driving License. 

Academic Qualifications:-
Master of Business Administration, University of Madras, Chennai, India.
Specialization: Human Resource Management & Marketing
Grade: Passed with First Class.
Certificates attested by the Ministry of Foreign Affairs of UAE Government.
Bachelor Degree in Science, University of Bangalore, India
Specializations: Computer, Physics & Mathematics.
Computer Skills:-
MS Word; Excel; PowerPoint; MS Outlook , MS Dos, Win 98, Win XP, Internet & E-mail, ZyIMAGE, Hardware Assembling & software Installations.
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Professional Experience: - 5 Years & 6 Months GCC experience as HR Professional.

HR/Recruitment Executive: - January 2012 to November 2013 .
Location: - Doha, Qatar.
HR/Recruitment & Mobilization Coordinator:  - November 2010 to December 2011 with ENI Saipem
SpA, Oil & Gas Company.
Location: - Dubai Branch, UAE.  
HR/Recruitment Executive: - May 2008 to October 2010 with Ali & Sons Industrial Projects L.L.C.,
Oil & Gas Industry, Abu Dhabi, U.A.E. – Two Years & Six Months. Location: - Abu Dhabi Branch, UAE. 
The Accountabilities:-

Recruitment
· Reporting all HR activities to the HR Manager. 
· Manage recruitment and mobilization of employees for Basra, Iraq's largest oil fields in ENI Saipem Dubai branch. 
· Looked after recruitment requirements like advertising vacancies; shortlisting CVs; conducting preliminary interviews; preparing offer letters etc. 
· Prepared job descriptions and employee specifications of all professional positions. 
· Preparing and writing attractive job advertisements in line with the requirements to attract the best candidates available. 
· Coordinate with IT to maintain the recruitment part of the website for advertising vacancies, both internally and externally. 
· Maintains the system of electronic storage and retrieval of all CVs received, performing first screening, short listing and arranging for departments to evaluate. 
· Prepares recruitment specifications for department approval. 
· Coordinates with line departments to agree on recruitment timetable for filling vacancies. 
· Ensure that Interview Summary Forms are completed by departments and arranges for the storage of all forms. 
· Communications with selected candidates regarding the date and place of interview accommodations and other administrative matters. 
· Maintaining recruitment status reports. 
· Requests file searches from agents when appropriate. 
· Preparation of agency agreements, demand letters, power of attorneys & maintaining individual files of each recruitment agency. 
· Attestation of recruitment documents from respective Embassies for process. 
· Maintain regular contact with recruitment agents and rates their fit for delivery. 
· Under guidance interviewing short listed candidates both telephonic and face to face. 
· Develop a CV bank and appropriate database for a pool of candidates matching various job specifications 
· Prepare Letters of Offer, advises candidates of offers and negotiate when appropriate. 
· Maintain an “In Process” database and produces weekly reports. 
· Mobilization of offshore and site base personnel. 
· Manage onboarding process before travel to Basra, Iraq. 
2
ANVAR
Abu Dhabi, UAE.

Operations & Database Management
· Maintaining a comprehensive data bank of all employees with varied backgrounds; monitoring activities related to the exit interview and F&F settlement; ensuring that interview summary forms are completed by the departments. 
· Developing hiring, joining, recruitment tracker and exit tracker; generating offer letters and managing post offer documentation. 
· Arranging medical examinations, preparing documents and coordinate with the PRO for visa processing, renewal of resident permit, etc.; applying medical insurance cards & opening bank accounts for newly hired employees; checking the attendance of all staff & submitting required papers for payroll and WPS.  
Administration
Overseeing the implementation of disciplinary actions and procedures; maintaining strictconfidentiality in performing the duties and managing the information.
· Preparing the annual budget, keeping records for ticket payment and leave salary payment for employees. 
· Handling travel arrangements, ticket bookings, general administration like housekeeping, security, safety, repairs & maintenance, provision of office equipment, office stationary & furniture, etc. 
Training and Development
· Generating weekly & monthly recruitment reports and organizing induction programs for new joiners. 
· Identifying training needs across levels through mapping of skills required for different roles and analysis of the existing level of competencies. 

	Target Job:-
	
	

	Target Industry
	:
	Petroleum - Oil & Gas, Mining, Marine, EPC, Construction etc.

	Employment Type
	:
	Employee.

	Employment Status
	:
	Full Time.

	Locations
	:
	Middle East, Europe, Australia & Canada.(Willing to relocate)

	Personal Details:-
	
	

	Nationality
	:
	Indian

	Date of birth
	:
	27.08.1982

	Status
	:
	Married.

	Visa Status
	:
	Visit Visa. 

	Availability
	:
	Immediate. 

	Driving License
	:
	Valid UAE Light Vehicle - License 

	
	
	     Valid Indian Light Vehicle - License 

	Reference: - Will provide up on request.
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