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Top notch Professional offering a successful career spanning 9 yrs in HRM, HRD,             Personal and Administration

Human Resource Management-Human Resource Development-Pay Roll Management         Hardcore Administration
· A high level HR professional with a flair for recruiting, planning and analysis. I have superior communication skills in written and spoken English and excellent experience in employee relation, functional planning and performance management, specialized in handling multi cultural employees especially Europeans, Nigerians, Pilipino, Indians and Pakistani 

· Objective: Seeking to steer managerial assignments in HRM, HRD, Personal and General Administration with an organization of repute at senior level while integration technical expertise and leadership skills that driver’s organizational performance to world –class levels.
· Additional Excellence in: Project Planning, Liaison with Government Offices, Construction Management, Negotiation, House Keeping, Travel Arrangement & Safety Management
Skills & Expertise
· Human Resource Management: Man-power planning & usage of reward & recognition & other motivational tools Implementation of HR Policies- Maintaining personnel records-Executing HR scorecard, competency development & performance management of employees-Developing, designing & implementing new performance management system & career development system in the organization-Grievances Handling related to compensation &  benefits, leave medical and other benefits-Training requirements will be coordinated with Training Dept and arrange for Management Development workshops
· Human Resources Development:, probation conformation, Qualification updation Maintain Salary growth, maintain promotion growth, Grade level Maintain, developing individual skills and personality based on division, presentation of induction program
· Personal & General Administration: Supervising housekeeping activities-Organizing development activities for better administration & infrastructure development – Company vehicle maintains- Mulkiya  renewal – Salik Maintains-Ensuring statutory compliance at all levels & Making Liaison with Govt. Offices, external agencies, Verification and validation of various employee claims 
· Facilities Management: Managing office infrastructure & building-Supervising the transport facility & maintenance and upkeep of vehicles-Outsourcing AMC contracts for maintenance of the organization
· Payroll Management: Managing the Payroll Processing function of employees: involved in the management of flexible Compensation Pay (FCP) of employees-Developing and maintaining documentation and controls for all payroll related activities 
· Environment, Health and Safety management: Maintaining safe infrastructure/work space-imparting training pertaining to established fire safety program & identifying true injuries Vs simple First Aid injuries and how to process them
Special Assignments & Notable Accomplishments

Working Experience:

May 2014 to Until 

: Al Nuaimi Group 





  Ras Al Khaimah 





 Asst. Manager HR

Job Activities: 

Reporting to  Group HR Manager and CEO (Boss)

Recruitment, business plan, staff development, logistic support,safety, human resources management, gerenal management, MIS, performance analysics, disciplinary action,documentation, recognizing and rewarding key employee capabilities, knowledge, skills, behaviours, experience and performance,negosiation, Number drivern approach to decision making and focus on results and outcomes, KSA visit visa preparation, Ticketing, coordination with all secretary,  Camp Maintenance, liquor inspection canteen inspection, reporting to management,  new employees training and development, coordination with payroll dept. and Managing the full processes of medical appointments for occupational health cards, new residency visa applications, visa renewal, local transfer, cancellaation, repartiation deportation alongside the government relations team
November 2011 to Jan 2014
: Grand Plaza Service Apartments (London)  





: Manager

Job Activities:

Reporting to Manger HR and General Manager

Staff Tendency contract, Company buildings lease agreement, Salary settlements, P45, form preparation, Follow up HMRC (Her Majesty Customs & Revenue) NI (National  Insurance)Number Checking, Self Employment checking, self employment tax return checking, Maintain contract between manpower support agencies and  companies, bonus calculations, Maintain contractors, Maintain  Purchase contracts and other related admin works.
December 2007 to 2010 Jan
: M/s. Western Auto, Dubai – U.A.E





  (Group of ETA ISO-9001)




:  Executive-HR
Job Activities:

Reporting to H.R.D Manager and Personal & Admin Manager
HRM Activities: Passport handling-Work permit handling-Passport renewal-Visa Renewal-, Salary letter arrangements-Vacation settlements-Final settlements Labour Contract Amendments-NOC for Driving License-Filtering Cv’s-Appointment order preparation-Enter Data’s in SAP systems-Degrees verification-Visa Arrangements-Air Ticket booking and confirmation-PNR 
Clearance –Arranging temporary Accommodation-Medical completion-visa stamping-Bank Account opening for new staffs-Staff ID- Creation and other related works.
HRD Activities: Salary Maintenance-Grade Maintenance-probation and conformation, developing individual skills and performance,

Personal Activities: Vehicle Maintenance –Salick Maintenance-Mukiya Renewal-Emarat Card Preparing and Maintenance and other related works
Administration Activities: Air ticket booking- Stationery Maintenance-Office maintenance and other related works 
Monthly Reports:
MIS-Management Information System 

Attendance report

Salary Deduction report

Emarat report

Etisalat report

DEWA report

2004 to 2007
: M/s. Al Naboodah Eng .Services, Dubai – U.A.E





  (DQA-Dubai Quality Awarded Company)
Job Activities:

Recruiting of tradesman like Labour, mason, carpenter, steel fixer, pipe layer, driver, operator from different agencies in India, Pakistan, Bangladesh & Nepal.

(
Responsible for screening and filtering resumes received from agencies as per requirements of each departments- Maintain reports on new recruits, visa application, staff and camp accommodation- Involved as key member for the achievement of Dubai Quality Award write up and presentation- Involved as key member for the achieve/sent of Dubai Quality Award write up and presentation- Accommodation arrangements for company Senior Staffs- Accommodation arrangements for company Senior Staffs- Hotels Reservation for senior staffs’-. Coordinating with overseas employment agencies regarding the recruitment status of all category. (Following up of visa formalities, ensure the date of arrivals, make necessary arrangement for the employee to be collected from the airport- Coordinating with overseas employment agencies regarding the recruitment status of all category. (Following up of visa formalities, ensure the date of arrivals, make necessary arrangement for the employee to be collected from the airport- Camp coordination- Helping for Passport in-charge (For 3500 employees)- Coordination with PRO for visa process- Coordination with PRO for visa process- Coordination with PRO for visa process- 
Expertise in consulate activities- Coordination with DCA staffs for applying airport passes for employees as per our requirements- Follow up with H.R.Team for updating data in the system and other regular activities.

2000 to 2001: M/s. Kuwaiti Foot Wear Industries

Designation



:  Personnel Assistant

Job Activities:

Reported to 



:   Personnel Manager

Employee’s internal transfers- Involved in Labour Maintenance- Follow up with H.R. Team for updating data in the system- Accommodation and other arrangements for company guests- Employee’s data entry in the system- Preparing ID Card- Employee’s information and filing

Academic Qualification

·              M.B.A with Human Resources Major-Coventry University-2010-2011

United Kingdom (Full time)
· 
M.B.A. with Human Resources Major – Madras University – 2001-2003



(Full time)
· 
B.Sc. with Chemistry Major – Madras University – 1997-2000



(Full time)

Technical Expertise

· Diploma in Computer Application

(Ms-Office, Windows 2000. Ms Excel, Ms Word, Ms Access, Power Point, HTML.)

Soft ware Working Skills 

· ERP, SAP, Opera
· Orbits

· MS Office

Personal Profile
Marital Status

: Married
Nationality

: Indian

Visa Status

: Employment (Transferable)
Language Known
: English / Urdu / Hindi / Malayalam / Tamil

Driving License

: U.A.E Driving license
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