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Shibu
Shibu.56716@2freemail.com                     
Career Objective

Seeking a long-term, great learning opportunities, Challenging roles, rational career progression, Good job satisfaction and opportunities to use my strength and overcome my weaknesses. To contribute my share to an organization and also build up my existing skills keeping up with the dynamic, rapidly evolving technology. 
PROFESSIONAL EXPERIENCE

Total 20 Years working experience in which 14 years working experience in India and 5+ Years of rigorous experience in the UAE specializing in Manpower Recruitment and administration catering to some of the prestigious companies as stated below: 

ORGANIZATION

	ORGANIZATION


	Silverline Consultancy & Management Services
P.O.Box:81725
Dubai. UAE.

          

	DESIGNATION
	 Recruitment Manager


	PERIOD

	Dec 2009 to  Till Now 

	JOB PROFILE:




Manpower Recruitment:
· Liaison with specific clients allocated for business development, relationship building, and placements services

· Studying job requirements of clients, writing job descriptions, identifying core competencies required.
· Responsible for major activities in the Recruitment cycle right from Client interaction, sourcing, headhunting, screening of candidates, conducting interviews and reference checks to negotiation of the offer right up till the candidate joining.
· Screening, short-listing CV’s conducting interviews and preparing reply for job inquiries.
· Collecting, analyzing & scrutinizing CV’s, conducting Initial telephonic interviews to get details of the candidates.
· Coordinating with the candidates & clients for interviews.
· Contacting & scheduling candidates for interview with the client.
· Finalize placement and job offer.

Client Management :                                                                                              
· Exceptional ability in developing and implementing client information strategies to enhance clientele value and satisfaction.

· Excellent inter-personal and communication skills leading to effective liaison with different clients, understanding their needs and requirements. 

Personnel Administration
· MIS data updation and performation as per business requirements

· Assigning new positions, explaining visa formalities, full, and final invoice settlement with respective clients etc.

Previous Employment                                                
	ORGANIZATION


	  Arabtec construction.LL.C 
  PB.3399

   Dubai.UAE        

	DESIGNATION
	Recruitment Manager


	PERIOD

	March 2005 to Nov2009

	JOB PROFILE:




· Coordinating with HR Department for recruitment of upper and middle management staff.
· Consulting with major man power suppliers for man power as per requirements of HR Department and Plant Division.

· In charge & control of Data Base Management System.

· Handling & Follow up Discrepancy and rectification prior Disbursement.
· Meeting Qualified Candidates for initial Assessment and keeping a follow up.                                   

· Arranging Work Permits for the eligible candidates and keeping them posted with the same.                     

· Ensuring applicants reach their postings promptly.

Achievements:

· During my tenure in this company, I have successfully placed candidates in both senior level as well as high level profile positions. 

·  In the construction arena I have placed project managers, estimation managers etc. 

· Also successfully handled bulk requirements of labour and technical categories.
· Highest placement record in comparison to any employees working in this organization during my tenure.
Previous Employment                                      


	ORGANIZATION


	                 Nestle India Ltd 
                 Spencers Plaza New Delhi-  India        

	DESIGNATION
	SR. HR Executive


	PERIOD

	1989 to 2004 December 



	JOB PROFILE:




Recruitment
· Entire Recruitment end-end life cycle process (End to end Recruitment).

· Sourcing, screening, and evaluating qualified candidates to specific jobs.

· Organizing Week End Drives and Walk-in interviews

· Candidate searching through job Portal/ networking / references 

· Arranging and coordinating both phone and in-person interviews for the short-listed candidates.

· Negotiating salary and making offers.  

· Maintaining Employees and Applicant records/track sheet/submission details.

· Conduct initial HR interviews for fresher’s.
· Coordinating in joining formalities.
· Involved in recruitment for Multiple Technologies.

· Pro-active interactions with Consultants sending the job Descriptions and specifications and closely coordinating with them.

· Establishing rapport with Educational Institutions for campus recruitment.

Induction
· Introducing the new joinees to the team members and managers of all support function for smooth work life balance. 

· Coordinating in joining formalities like id creation, Email, PFs, MIS, mediclaim etc. 
 MIS
· Maintaining Employee Database.

· Maintaining Employee Personal files with all the details and time to time verification as per industry requirements.
· Maintaining database for existing Manpower and generating reports based on requirement from management, like attrition report, absenteeism and new joinees date.
· Keeping the Records of new joinees for Employee Verification and background check.
Strength 
· Result oriented with excellent communication, presentation & Interpersonal skills

· A good team player with an ability to lead a team to achieve desired objectives.

· Proven strength in trouble shooting, problem solving & analysis.

· A self-motivated, dedicated & hard working individual with excellent time Management abilities achieving results against all odds

· Willing to accept challenges with fast learning capability.

Skill Set: 
· End-to-End Recruitment and employee relations

· Excellent Communication.

· Effective telephone communication skills 

· Team player and Rapid Learner.

Strengths: 
· Possess the ability to quickly absorb and retain new information and Procedures

Curricular Activities:

· Organized College Cultural Events

Educational Qualification
PDC                                                                      Kerala University                  1983

BA  Sociology                                                    Gandhi University                 1987
MA Sociology                                                   Mysore University                 1982

Diploma in Travel and tourism Management   Satam                                1993
PERSONAL INFORMATION

Date of Birth :                    16th May 1963                                                                        

Nationality :                      Indian

Gender :                             Male                                                                                                       

Professional                 Valid Uae Driving License
Visa Status                   Own Visa (Sponsored by Wife) [image: image1.png]



