	Human Resource Manager

UAE : 13.3 years

India : 2

SKILLS: Man power planning, recruitment,  Policy Formulation,  ERP, HRIS developing employee welfare programs, Induction training organizing outsource trainings, grievance handling,  conducting exit interview, final settlement
AFFILIATIONS
Executive (Microsoft Certified Professional):
 Microsoft Excel 2003 Advanced 
Integrated Management Training and Consultancy 
(QMS) Internal Audit
COMPUTER SKILLS:
MS Office Applications, Microsoft Excel 2003 Advanced, Lotus Notes, Citrix& Internet
Languages: 

English / Hindi / Urdu/Marathi 
Personal Information:

Nationality: Indian

Date of Birth: 04.02.1972

Status: Married (W+2)

Visa Status: Visit Visa

Driving License: Valid in UAE

Additional Information:

Music, Walking, Jogging, Movies
References: Shall be furnished upon request
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PROFILE: Human   Resources   Manager with practical   understanding of business   needs.  Areas of expertise include conflict management and employee training. Human resources management professional skilled in negotiating and administering labor agreements and arbitrating grievances. 
Strong cross industry background and experience supporting large, diverse workforces from 780 to 6000 employees in Multiple locations, including Front line staff, Mid - level and senior management. 
Excellent team leader and supervisor, skilled at motivating HR staff to perform at peak levels.
HIGHLIGHTS

 OD 
 Recruiting 
 Multitasking 

 New
 hire 
 Dealing with Grey 


 Dual Focus

 Communication 
Negotiation    Compensatn/payroll  Labor agreements 
Discrete and Ethical 
 Personnel records maintenance 
    Employee relations    Change Management Exceptional interpersonal skills 
    Conflict and Problem Solving
ACCOMPLISHMENT
· Controlled the cycle of leave, emergency leave of employees

· Created and Managed Performance Evaluation for 1100 employees

· Revamped HR department from Zero Staff to 5 direct reports 2 UAE, 2 from KSA (JED & DMM), 1 from OMN , 5 PRO 3 for UAE, 3 KSA (2 DMM & 1 JED) & 1 OMN

· Implemented, Integrated, and maximized usage of New HRIS Employees. Brought   Project in 16 % under budget and dramatically Improved Efficiency of HR Function Introduced the SQL ERP HRM & Payroll operational Program for the organization enriching the tracking quality, simplifying method to eliminate the loss of Man-hours for UAE/KSA/OMN

· Implementation of HR elements in ERP setup along with Training to all end users be it for UAE/KSA/OMN             
EMPLOYMENT SUMMARY

· Human Resource Manager for “Al Nuaimi Group LLC” (January 2012 to December 2014).

· Sr. Human Resource Officer for “Intherpro LLC, (International Thermal Insulation Fire Protection LLC, Dubai, UAE (Jun 01, 2009 Dec.08, 2011) 

· Human Resource Administrator for “ J. Ray Mc Dermott Middle East Inc”, Dubai, UAE (Jan 08, 2001 to Nov 20, 2008)

· Assistant Administrator at Al Maya Lal's LLC, Dubai, UAE (Feb 1997 - Dec 2000)

· Administration Assistant cum Computer Operator, UTV (United Television) Software production Company, Mumbai, India (May 1995 - Nov 1996)

ACADEMIC HISTORY




· Diploma in Human Resources Management-XLRI (Xavier Labour Relations Institute) 
2009

Specialized In

Organizational change and DevelopmentRecruitment Competency Based

 Training & Development   Performance Management   HRIS  
              Managerial Counseling   Employee Compensation and Benefits

· Bachelor Degree in Commerce (B.Com)  Mumbai University, India   

1993
· I.I.T.C. Diploma in Travel & Tourism
Bandra, Mumbai, India

              1993




PROFESSIONAL EXPERIENCE

Al Nuaimi Group LLC -UAE / LTD (KSA) & International (Oman)
Human Resource Manager





01/2012 to 12/2014


Company Profile: Roads & infrastructure, Buildings, Ready mix concrete, Foundations & piling, Aluminum & glass,  Applications engineering and General transport.
Highlight: 

Recruited   to   revamp   HR   ) Department   and   introduce   best   practices   into Operation   while  managing all   HR  and  facilities  related  functions   for  this locally owned business, 9 division  with 2 division also based in OMN &  KSA with 1800-employe  workforce.  Budget Management AED. 350 million Projects.  Member of executive team and trusted advisor to CEO and Management team, actively participated in operations reviews and strategic planning. Direct Report: 7, Indirect Report 1788
Strategic & Operational:
HR Benchmarking Exercise-policies, Processes, Devising Policies & processes, Organization Restructuring, Hiring Plans Recruitments, Orientation Programs, T&D, Employee Relations, Quality Systems& HRMIS Maintenance thru ERP (SQL)

Key Contributions: 

Policies/Procedures - design and implementation. 
Contingent Staff & Worker policies and procedures, terms and conditions of employment, absence management, restructuring of services, performance management and redundancy planning. 
Developing the induction programs for the new recruits.

Compensation/Salary Structure 

Worked out the compensation plan and policies. Processed all salary changes stemming from merit increases, promotions, bonuses and pay adjustments. Created and modified job descriptions within all departments.

Recruitment and Selection:

Worked with HR advisors and HR representatives on establishing consistent hiring practices. Developing Job Description based on the position requested for. Served as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems. Maintaining training records of all staff and assist with any training initiatives, as and when required. Created and managed more than 1800 confidential personnel records.

Change Management:

Developing , implementing the performance appraisal system for the company and coordinating it with other line managers. Inducting the managers and staff with policies and procedures who can then be able to operate them effectively. Co-coordinating with finance department for processing of payments to employees. Establishing a proper organizational structure. Developing and implementing disciplinary. Induction carried out to and updated on key staffs who are informed business and organizational issues. Supported staffs on HR issues, for all 3 zone as and when required. Maintaining good internal communication within the company. Assisting the board with the annual salary review process, if and when required. In consultation with line managers, to follow up individuals development needs and source external training provision as and when required.

HRIS 

Managing and handling the information held on the HR database ERP and personnel files to ensure it is updated in a timely and accurate manner and complies with any legal or data protection policies. Developing the exit process for the employees. Dealing with the EOSB of employees when they leave. Developing various reports for management which make it easy to make decisions regarding the current resources

Intherpro LLC International Thermal Insulation Fire Protection LLC .
Sr.Human Resource Officer


06/2009 to 20/12/2011

Highlight:
Hired to create Successful and Resourceful HR Service Unit from the Ground up to this cladding & Fire Proofing LLC which started off with 700+ reaching to 1200+. Directed activities of entire HR Department Managing a AED 20 Million divisional budget Planned and executed 8% reduction in force. Reporting line GM

Job Accountability:

Provided support to General Manager / Project Managers & PRO's for DXB & AUH zone in all HR related matters and initiatives (recruitment, visa arrangements, new employee induction and orientation, payroll, compensation and benefits, employee relations, resignation & termination, etc.). Participated in the further development of programs, procedures and guidelines to help align HR practices of the company with the region. Monitoring measure and reporting on HR issues, opportunities and development plans and achievements in agreed formats and timescales, Liaison with other functional / departmental head to understand all necessary aspects and needs of HR development, and to ensure they are fully informed of HR objectives, purpose and achievements. Mobilize / Demobilize employee from the country of origin. Planning and forecasting employees leave schedules. Arrange suitable replacements of personnel's, upon approval of leave Daily update of Manpower status for job site and camp (DXB & AUH) Instruction to Payroll to prepare & settle EOSB to the employees upon resignation & termination or RIF. Coordinated with Camp Boss to administer Labor Camp activities such as room allotments of employees, safety & security in the camp, facilities, etc.

Answered employee questions regarding labour law and Absenteeism and resolved any issues. Developing and maintaining healthy relation with Govt. Non Govt. Organizations for better and fast functioning of organization.

Maintain and update employee files and records. 
J. Ray Mc Dermott Middle East Inc - Dubai

Company Profile: J. Ray McDermott provides engineering, procurement, construction and installation 
services to offshore 
Human Resource Administrator





01/2001 to 11/2008
Job Accountability:
Assisted HR manager in the full spectrum of human resource management and related function Ensure company's human resources are use efficiently and effectively. Coordinate with all departments to address recruitment needs. Identified staff vacancies and recruited, interviewed and selected applicants. Recruit employees through approved overseas agencies.

Recruited employees locally through newspaper advertisements & recruitment agencies. Shortlisted candidates for interviews, matched them with the requirements, conducted preliminary interviews & recommend to the departmental production head for further interviews based on skills and knowledge. Lining up of interviews and

coordinating with higher authorities for selection and salary Effectively negotiating & communicating offers to successful candidates. Preparing weekly, monthly recruitment report and activity reports. Conducted new employee orientation to foster positive attitude toward organizational objectives. Looked after personnel planning systems such as: Manpower Arrivals, Manpower Mobilization & Demobilization, Manpower Transfer, and Manpower Vacation. Prepared manpower inventory & distribution reports & revise job descriptions. Handled leave schedule for all employees & arrange suitable replacements. Coordination with business travel services, visa requirements & hotel bookings. Prepared & settled EOSB to the employees upon termination, resignation or sometimes reduction in force (downsizing). Handled issues pertaining to employees' welfare; handled grievances of employees & offered appropriate solutions. Coordinated with Camp Boss to administer Labor Camp activities such as room allotments in accordance with trade & nationality of employees, safety & security in the camp, mess facilities, etc. Coordinated with PRO in matters related to employment / visit visa, labor card & health card renewal. Coordinated & confirmed with the banks concerning outstanding amount due for employees.

Al Maya Lal's LLC

Administrator







02/1997 to 12/2000
Job Accountability:

Planned travel arrangements for executives and staffs. Designed electronic file systems and maintained electronic and paper files. Maintained an up-to-date department organizational chart. Made copies, sent faxes and handled all incoming and outgoing correspondence. Received and distributed faxes and mail in a timely manner.

UTV (United Television) Software production Company - Mumbai, India, Maharashtra, India
Administration Assistant cum Computer Operator 


05/1995 to 11/1996
Job Accountability:

Managed over 230 personnel files according to policy and regulations. Generated employee tracking reports each month. Assisted customer service with inbound and outbound calls regarding all HR inquiries. Resolved personnel issues regarding human resources matters needing clarification, submissions and corrections. [image: image2]
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