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Dinesh

Dinesh.6921@2freemail.com 

Objective

To put my education and skills in practice, to further enhance and apply this knowledge practically and contribute usefully to the growth of the company.

Core Competencies

Key Human Resource Management Skills

>Strategic Human Resource planning      >Cross Cultural Work environment

>Problem solving and trouble shooting   > Cost controls and Benefit advise

>Man power planning /forecasting          >Human Resources Policy and procedure 

>Team Building & Leadership
     >Benefit and compensation Administration

>Recruitment Management

     >Staff Development and Employee Relations

>General Administration Management   >Organizational Needs Assessment

Administrative Activity: All the routine activity for the smoothening office requirement 

              Tenancy contract, Vehicle Management, Arranging the events, Telephone e
Employment Profile

Presently working as HR & Admin Manager   With Genius Computer Technology Ltd in Jafza free zone from 30th June 2007 till date 

To manage the day to day operations of the human Resource office, to manages the administration of the human Resources policies, procedures and programs. Carries out responsibilities in the following functional areas: departmental development, benefit, compensation, organizational development, and employment,

Recruitment and staffing logistics; Organizational and space planning ; performance management and improvement systems : organizational development; Employment and compliance to regulatory concerns and reporting ; Orientation, development and training ; Policy development and documentation; employee relations; Company-wide committee facilitation ; Company Employee Communication ; Compensation and Benefits administration ; Employee Safety, Welfare , wellness and health; and Employee Service and counseling 
Well versed with JAFZA Law  &  to complete all requirements associated with Visa and Immigration formalities in coordination with PRO.

To draft/study/evaluate all legal documents of the company and render necessary advise to the management 

· Worked as HR &  Admin  Manager with one of the reputed company Fortune International Trading Co LLC Since Aug 2006 to 24th June 2007 as it is the whole sole dealers of LG Air-condition for the Dubai & Northern Emirates and the total staff 5o Main concern where policy making and the mainstream of procedures of the company.  Looking after all the aspects of recruitment (right people in right time in right place) & well versed with the process of UAE Labour law
Demonstrated commitment to leadership through positive contributions in boosting employee morale, improving retention and productive rates, and streamlining policies & procedures. Work closely and effectively with employees at diverse levels as the liaison for human resource generals tic affair. Skilled in communicating ideas and guidelines on all level.

· Working from Sept 2004 to Aug 2006 worked as an HR manager in one of the reputed three stars Hotel Highland in Bur Dubai. Expertise includes developing and implementing programs to improve operation, performing organizational diagnostic and administering all human resource function to support operation up to 250 staff, Maintaining & monitoring the visa status, DTCM permission, Ticketing, processing the online visa, Liaison with DTCM & Municipality (Baladia)

Knowledge of the process of the recruitment as per the U.A.E law and maintaining the records
· Worked with Apar Industries Limited (INDIA) one of the best conductor manufacturer and Exporter having work force of 400 employees, System with ISO 9001: 2000 with new version. Worked in the Human Resource Dept as HR Executive since June 1997. Knowledge to maintain the Quality System record as per ISO 9001:2000. Maintains the forms/Register/Returns under the Factory’s Act.  From June 1997 to Aug 2004 as an HR Executive.

Selection & Recruitment of the worker category & training for them and maintaining the assessment form. Training schedule and the minutes of the meeting & Individual Training records, organizing the In house training and arranging the External Training. Facilitator for ISO- 9001-2000 training activities for the improvement of system as per the ISO System.

Well Knowledge of Salary & Wages, Administration Routine, O.T, Incentive, Submission of   Monthly & Yearly PF Challans & Forms, 12A, 5/10, 3A/6A, 7(IF)…

Proper Use of Human, Material & Machine in a proper time. Human Resource Information System (HRIS) all Information regarding the HR related is generated
            Liaison with all the concerned Govt. Sector, Local Bodies, Pollution Control Board etc

Well aware of Performance Appraisal System, Grievance Handling, Fixing of Wages and Allowances, Budgeting, Co ordination in WCM. Well aware in the working environment of ISO 9001: 2000, Knowledge of computer system with Payroll system, Swap Punching system and also Working in the LAN System, Windows 98 version. Settlement of the Insurance Claim 
Essential Step to maintaining discipline, Handling of day to day disciplinary problems, Absenteeism, Enforcing Punctuality in attendance, Late Coming, Issuing Notice, Charge sheet, holding the Domestic Enquiry.

House Keeping of the Shop Floor, and the factory Premises. Handling the Canteen system, Schedule and Supervision to this system. Guest House, Telephone, Transportation & Other Administrative work

· Worked in Gujarat Leather Ind. Ltd. (INDIA) in A/C and Adm. Asst. from November 1995 - June1997.

Training

· Participated in two day training program of ‘Training for the Trainer’ conducted by Baroda Productivity council. 
Training session for the ISO System (International & Standard Organization) 
First aid, House keeping, and Time Management.
Achievements

· Achievements in Sports at School & College level.
· Passed the Certificate “B” Examination held under the Authority of the Ministry Defence, Government of India.

· Successfully completed one month training in Indian Naval Ship.

· Participated in the Chairman of Junior Wing of Ankleshwar, Indian Junior Chamber (1995-96).

Academic History

· Bachelor’s Degree in Commerce with Advance Accounting, Auditing & Statistics from South Gujarat University (INDIA) in the year 1992.

· Bachelor’s Degree in Law from South Gujarat University (INDIA).

· Diploma in Industrial Relation & Personnel Management (Bharatiya Vidya Bhavans) Project in Performance Appraisal System, Gujarat Leather Ind. Ltd. (INDIA).

· Diploma in Human Resources Management from Baroda Management Association. (Project in Absenteeism in Apar Industries Ltd., INDIA).
Cyber Qualification

· Computer Course in Windows 2000, MS-Office, Internet & Exposure to LAN System.

Dear Sir/Madam 
 Here I am forwarding my resume for your kind    perusal, at present working with one of the reputed company in Dubai. Review of my credentials will confirm you that I am capable of serving as the catalyst for achieving revenue objectives and organic growth through effective contribution. 

 I am presently associated with a reputable company as Admin/HR Manager .Four years of experience in UAE and totality of Thirteen year of experience in HR Dept gained the valuable insight in human resource & knowledge in the U.A.E Labor law make me a suitable candidate. Prior to this I have good exposure in the field of Welfare, personnel & Administration areas. I wish to associate with your prestigious organization and can assure you that the exposure which I got in the organization will make me a good candidate for the selection. 
 I understand that working for your organization requires a candidate who is team oriented and is able to deal with people in various departments. My goal is to transit my enthusiasm, creativity and experience into a position where I continue to provide the strategic and tactical leadership critical to retain the valuable customers of an organization. 

Here enclosing the CV for your kind perusal   
Anticipating a favorable response for interview       
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