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CAREER OBJECTIVE : Seeking a career as HR Professional in a professionally managed organization with intellectual work environment where I can contribute my experience and expertise for mutual development

· TOTAL EXPERIENCE :                   10 Years 
	A)  Employment Details


I. Worked with Engineers Office (owned Al Maktoum ), Dubai since October 2009 to December 2011 on below mentioned 3 positions -
HR Officer – Director’s Office : Job responsibilities were -
· Managing and controlling in/out documentation to/from the Director’s office to respective department/ staff on time.   

· Initiating routine correspondence, getting approvals and monitoring the correspondence to ensure control over the closeout of issues. 

· Liaising with other departments within EO and ensure all communications from Director’s office are distributed & executed effectively. 

· Providing support to the Director in terms of managing and controlling office environment and effective management of Director's time.
· Scheduling appointments and meetings as required and maintain the appointments diary.

· Preparing Minutes of Meetings and distributing information to all required staff as necessary.  

· Maintaining follow-up logs for works relating to Director’s office as per his advice; updating target dates/ actions and maintaining regular follow-up by way of correspondence/ reminders. 

· Co-ordinating business travel arrangements of the Director.

· Managing clerical activities and ensuring outgoing documents reflect the professional image of the department. 

· Record Keeping & Document Management.
Recruitment Officer - HR: Job responsibilities were -

· Identifying current and prospective recruitment requirements.
· Handling Recruitment Requests (new & replacement positions) & preparing Position Approval Sheet
· Head Hunting through various jobsites, consultants, advertisements & internal database.
· Screening, segregation & short-listing profiles to suit requirements.

· Coordinating the interview process with respective departmental leads and candidates as required.

· Co-ordination with Recruitment Agencies with respect to Interview Schedules, Feedback, Contracts, Invoices, Payments, etc.
· Handling On - Board Process of newly joined employee. 

· Inter departmental & Intradepartmental co-ordination, liaison and support to ensure smooth workflow.

· Screening & Organizing documents of new employee and ensuring to send it to Personal File of the employee. To maintain confidentiality of their information.

· Getting approval of management on various documents.
· Advise candidates on employment requirements, recruitment policies and procedures, terms and conditions of employment etc.

· Liaising with Public Relation Officer for the visa processing
Administrator – HR Development : Job responsibilities were -
· Assisting to develop and update HR Forms for the implementation of the policy and procedure.

· Assisting to review and development the Job Descriptions for various positions within EO.

· Assisting in the implementation & analysis of the Performance Appraisal system.

· Handling Training and Development requests and obtain approval of the management. Coordinate with the training consultants and employees for the implementation of the training.

· Coordinating and conducting Exit Interview.

· Supporting employees in a very highly considerate manner in answering all queries related to HR policies in the organization.

· Coordination with respective departments for orientation program of newly joined Heads & Directors. 
· Preparing memos, emails and other correspondences as advised by the supervisor.
· File management for HRD section, maintaining records, planner, schedule, etc.
SAP Experience : Well versed with following SAP modules –
· Create & change Organization Structure (Dept, section, positions)

· Assign reporting lines to all positions

· Change reporting structure in SAP for leave approval and other related correspondence.
· Maintain training & development record in SAP

· Create Master Data of new employee & generate SAP ID for him/her.

· Raise & approve Purchase Request.

· Receive, create , release & approve Memos

II. Worked with Pacific Management Consultancy, Sharjah, UAE as a HR Co-ordinator since December 2008 to June 2009. PMC was a renowned HR-Recruitment consultancy firm dealing with Overseas Recruitment.
· Job responsibilities
· Interaction with Client on a day-to-day basis to keep track of current requirements
· Independently managing Client Relation, Identify prospective clients 

· Search candidate from various jobsites, consultants, campus, advertisements, internal recruitment & database
· Screening, segregation & short-listing profiles to suit the client's requirements.

· Interaction with the candidates, briefing them about the requirement and to know their willingness. 

· Preliminary interview of the candidate before sending them to the client.  

· Follow up & Interaction with clients & candidates on a daily basis in respect of results/status.

· Constant refreshment of the Database through Continuous Head Hunting to build a rich talented pool of resumes of various technologies, domain, function and levels. 

· Maintenance of HR information system consisting of client & candidates’ database including details such as client's requirements, Interviews Scheduled, selected / rejected candidates. 

· Co-ordination with the Clients with respect to Contracts, Invoices, Feedback, Interview Schedules, Payments, etc. 
· Sourcing & Mass Recruitments for various levels.
III.  Worked with FJEI, Pune, India as a  HR Co-ordinator since 2nd July 2005 to 23rd August 2008 ( 3 years). FJEI was a HR-Training Wing of Muttha Associates (construction company & social organization) working at national level.

· Job Responsibilities:
· Manpower Planning, Recruitment, Selection and Placement 

· Developing, conducting & analyzing Psychometric tests

· Conducting Preliminary Interview

· Joining formalities (Offer letter, Induction, Appointment Letter etc.)
· Attendance Management 

· Employee Relations & Welfare, Rewards & Recognition

· Developing training modules & Power point presentations

· Conducting Training Programmes

· Co-ordinating Training Programmes

· Performance Appraisal

· Exit formalities (Exit Interview & other things)
· HR MIS & Reporting

· HR Policy development
· Disciplinary Action and follow-up 

· General Administration

IV.    Worked with Network of Maharashtra by people living with HIV/ AIDS (NMP+), Pune,India as a State Secretariat Co-ordinator since 9th February 2005 to 30th June 2005 (5 Months). It was NGO working at national level & I worked there as a Head of Maharashtra State. Job responsibilities here included -
· H.R. Responsibilities:
· Recruitment & Selection
· Joining formalities (Induction & other things)

· Developing & Conducting Training Programmes

· Co-ordination of various Training Programmes
· Performance Appraisal

· Exit formalities (Exit Interview & other things)
· Project Responsibilities:

· Monitoring & Evaluation of projects 

· Development of I.E.C. Material
· Liaison with Funding Agencies
· Liaison with government authorities
· Development of M.I.S.

· Documentation & Report Writing 
· Representing the organization in various seminars, conferences at state, national level

V. Worked with Indian Council of Social Welfare (ICSW), Pune, as an In-charge Scrutiny Officer since 1st September 2001 to 7th February 2005    (3 years & 6 months). Job responsibilities here included –
· H.R. Responsibilities:
· Recruitment & Selection

· Conducting Training programmes

· Performance Appraisal
· Responsibilities as a Scrutiny Officer:

· Scrutiny of In-country & Intercountry Adoption matters (Petitions filed under H. A. M. Act 1956, G. W. Act 1892, J. J. Act 2000), 

· To represent the organisation in various courts, i. e. High Court, District Court, Family Court etc, 

· Conducting Training Programmes for Judges (High Court; District Court; Family Court), Staff members of Adoption Agencies & Adoptive Parents

· Communication with Government authorities & Child Welfare Board

· Interaction with Adoptive parents, Biological parents & Orphan children

· Documentation & Report Writing

	B)
Research


i) Worked with Education and Development Research Centre, Pune, in research projects undertaken for neo-literates and trainees of technical courses.  These projects were carried out by the Centre on behalf of Directorate of Adult Education, Ministry of Human Resource Development, Government of India. 

ii) Research study on “Conflict Management Strategy in Industrial Organization” as one of the requirements of M. A. (Part-II) examination.

iii) Research study on “Perceptions of people about PLHAs as reference material for Counsellors” as one of the requirements of M. S. examination.
	C)
Publication


A Marathi booklet, namely 'Mulanchya Manachi Jopasana', on the topic of 'Personality Development of Children' is published by State Resource Centre, Pune.
	D)
Extension Activities


i)
Worked with Conselling Section of Family Court, Pune, as a Student Counsellor from February to May, 2003 for field work of Diploma in Social Work.

ii)
Worked as an Assistant Counsellor in the Counselling Programme organised by Daily Newspaper Sakal and Personality Development Academy, Pune, in June 2001 for the students who have failed or secured less marks in S. S. C. and      H. S. C. examinations.

iii)
Assisted in various training programmes & workshops for rural children, adolescent girls and women organised by Indian Institute of Education, Pune.

iv)
Participated in Master's Training Workshop on 'HR Skills' organised by Personality Development Academy, Pune.

· SPECIAL ACHIEVEMENTS:
1. Received ‘Best Employee Award’ for two times while working with FJEI

2. First Rank holder in the Course of Diploma in Social Work.

3.
Holder of National Merit Scholarship for 2 years.

4.
Throughout First Class Career.

· ACADEMIC & PROFESSIONAL  QUALIFICATION:
	Sr.

No
	Degree/Diploma
	University/Institute
	Marks Obtained
	Class

Secured

	1. 
	M. S.(Psychotherapy and Counselling


	Institute of Behavioural and Management Sciences, Chittoor
	71.00%
	First

	2.
	PG Diploma in Human Resource Management


	Welingkar Institute, Mumbai


	58.10%
	Second

	3.
	M. A. ( Industrial Psychology)


	Pune University
	65.75%
	First

	4.
	PG Diploma in Social Work
	Tilak Maharashtra Vidyapeeth, Pune


	72.00%
	Distinction

	5.
	B. A. (Psychology)
	Pune University


	73.91%
	Distinction

	6.
	M. S. Office (Computer)
	Maharashtra State Board of Vocational Examination, Mumbai


	88.00%
	Distinction


· PERSONAL INFORMATION:

Marital Status
:           Married

Nationality
:
Indian

      Languages Known        
:           English, Hindi, Marathi      
      Visa Type                           :           Husband Sponsorship 

Last Drawn Salary               :           AED 8000 p.m.

Current Salary                     :           Not Employed

Expected Salary                  :           AED 8000 p.m. 
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