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Mr. Salim
Salim.10179@2freemail.com 

Career Objective:

To work for an organization of International repute in a challenging atmosphere.

Educational Qualifications:

Bachelor of Commerce  

Rizvi college of Arts,Science and Commerce,Bandra,Mumbai, INDIA in 1992.

Diploma in Human Resources Development,   

National Institute Labour Education And Management (NILEM), INDIA.
Diploma in Business Administration,

National Institute Labour Education And Management (NILEM), INDIA.

MBA – (General Management, Organizational Behavior, Human Resources Management, International Business, Marketing Management, Industrial Management). 
Indian Institute of Business Management & Studies (IIBMS), India - 2009
Computer Skills:

Diploma in Computer Science and Management.

International India Trade Centre (IITC),Bandra,Mumbai. 

MS Office – Excel,Winword,Access,XP,Dbase III+ and DOS – 1992
ERP Software, Focus.
Shalimar Commercial Institute, India.

Certification Typing speed 45 w.p.m.
Summary of Qualifications:

Comprehensive knowledge of Gulf policies and procedures.

Good communication and co-ordination skills at various government levels.

Motivated and getting the job done rightly and quickly.

Courteous and professional with good sense of humor.

Experience:

Total 16 years of experience in administration and human resources department.

Gulf experience: above 10 years.

Home country: 06 years.

*General Management, *Business Administration, *HR Management, *Personnel Management, *Public Administration, *Corporate Law, *Corporate Training.
Preparing & Implementation of company policies and procedures as per labour laws.

Co-ordination between management and employees for smooth running of the administrative system.

Assets tracking & control co-ordination with finance department of movable and immovable assets of the company.

Introduction and briefing of company policies and administration system to the employees.

Maintain inventory of company assets and employees. 
Recruiting employee as per requirement of the division, placing advertise in the news paper, receiving CV’s & short listing, telephonic interview, organizing interview & conducting test according the trade.
Tracking and maintained of administrative and human resource budgetary cost.

Allocation and maintained of company’s logistics.

Co-ordination at government levels related to trade licence, employees, equipments, insurance, health cards, visas, passport related issues etc.

Payroll for monthly salary & settlement of employees.

JOB DESCRIPTION

· RECRUITMENT:

· Provide guidelines and oversee management of Human Resources activities such as recruitment, performance review, compensation, and training, HR Administration, and resolves problems requiring senior management intervention. 

· Follow manpower requirement plan.

· Manage the recruitment of high quality candidates for managerial & supervisory positions by applying the company recruitment process to ensure that all recruits meet consistent standards in order to ensure company has high quality employees.
· Strategy Planning/ New Set-ups.

· Telephonic interview.

· Conduct HR interview & short listing.

· Technical interview.

· Obtain approval on potential report with remuneration from management.

· Issuing offer letter.

· VISAS:

· Employment visa.

· Group visa.

· Transit Visa.

· Mission Visa.

· MOL & IMMIGRATION:

· Labour approval for employment visa individual.

· Group visa approval.

· Ensure timely and efficient liaison with respective department / division and other government authorities for all procedural requirements pertaining to employees joining and separating from the company.

· FACILITIES:

· Accommodation:

· Leasing labor camp for workers & flats for staff, facilitating accommodation to workers & staff with satisfactorily and maintenance done time to time. 

· Handing over premises on expiry of lease obtaining final invoice from DEWA/SEWA/FEWA and closing the deal with coordination of landlord/real estate on satisfactorily.

· Plan, Budget, implement and evaluate facilities activities relative to Office premises & Staff Camp. 

· Arrangement for bed/mattresses/pillow/bed sheets etc.

· DEWA / SEWA / FEWA final bill.

· Transport:

· Managing Staff Transport encompassing planning and organizing pick up & Drop of Staff members reporting in different shifts as per Operations schedule. 

· Coordinating with Car rental agents to ensure all vehicle rental report is on schedule time, optimizing transport planning for cost effectiveness and providing breakdown assistance.

· Salik.

· Petrol card.

· Vehicle maintenance.

· Overseeing operation of fleet of company owned vehicles which inclusive of instituting control over maintenance regime and statutory compliances. Budgets for New vehicle purchasing, obtaining quotation/Performa invoice / custom clearance / RTA registration and coordination with bank for finance. 

· Tracking & renewal of fleet vehicles insurance on monthly analysis report. Assets controlling / Inventory.

· Medical & Insurance:

· Negotiating the terms of medical & Accident insurance and covering the assets of the company against various risks. 

· Workmen compensation.

· All Risk’s contractors

· Health Insurance

· Insurance Claim

· Welfare:

· Responsible for internal announcements such as Private sector holidays, special celebrations etc. 

· Arranging food & Beverage while organizing event / activities for celebrations & Staff welfare.

· Oversee entire travel arrangement of business guest & staff on business travel such as visa, ticketing, hotel booking, rent-a-car, Marhaba services etc.  visas other than GCC country applying as and when required

· PAYROLL & SETTLEMENT:

· Payroll and remuneration management.

· Leave vacation settlement, Final Settlement.

· Ensure compliance with statutory regulations like Gratuity, Leave Salary, Insurance policies, medical coverage for the employees. 

· Supervise activities of the admin staff and monitor attendance and leave records, necessary for processing payroll of employees.

· RENEWAL:

· Oversee maintenance & Facilities provision as well managing renewals of Office Equipments, Vehicle reg. etc. 

· Passport.

· Visa & Labour card

· Trade Licence

· Tenancy Contract

· Vehicle registration (mulkiya).

· MUNICIPALITY, ECONOMIC DEPT. & CHAMBER OF COMMERCE:

· Trade licence.

· Arranging to certify engineers from Municipality.

· Company documents attestation.

· BUDGET & COSTING:

· Forecasting and formulating annual budgets, ensuring cost saving targets as well as adhering compliance of legal statutory requirements.

· Control the HR, administration & Govt Services cost centers by reconciling expenditure with the budgets & authorizing any exceptional expenditure in order to ensure costs are controlled effectively
· Procurement of materials related to administration and consumables. Formulating annual budget & costing analysis report for expenditure department wise as stationery purchased monthly basis and stationery printing on periodically basis.

· Reviews administrative expenses and inform incurred charges to respective Function heads for the implementation proper controls (i.e. telecommunication, business travel & staff welfare). 

· Plan, Budget, implement and evaluate facilities activities relative to Office premises & Staff Camp. 

· Prepare and manage transport budgets, monitoring expenditure and implementing remedial measures where appropriate. 

· Cost allocation department wise, courier, stationery, vehicle, accommodation, travelling expenditure.  Negotiating with the vendors for finest price and make contracts. 

· EMPLOYEE RELATION:

· Employees Training and Inductions.

· Allocate human resources, ensuring appropriate matches between personnel. 

· Plan and conduct new employee orientation to foster positive attitude toward organizational objectives. 

· Perform difficult staff duties, including dealing with understaffing, refereeing disputes, hiring employees, and administering disciplinary procedures. 

· Provide current and prospective employees with information about policies, job duties, working conditions, wages, opportunities for promotions and employee benefits. 

· Assisting newly joined employees starting from joining formalities, office space, transport, medicals, visa stamping, visiting card, lap top, e-mail id etc. 

· Employee grievance management.

· Assistance in performance appraisal management.

· Plan, direct, supervise, and coordinate work activities of subordinates and staff relating to employment, compensation, labor relation, and employee relations.
· Attendance & Vacations Management.

· POLICY & PROCEDURE:

· Develop & Implementing policy & procedure as per UAE law.

· Manual for Company

· Designs and periodically reviews administrative policies based on requirements to enable ease of operation of administrative procedures and decision-making. Communicate administrative policies to employees for proper understanding and use.

· Develop, implement and communicate HR Policies & Procedures to meet organizational needs and comply with relevant countries labor laws as well as consult legal counsels as required. 

· Analyze and modify compensation benefits policies to establish competitive programs and ensure compliance with legal requirements. 

· Conceptualizing and implementing procedures & systems across designated area of operations for facilities management & administration.

· Manage the implementation of HR policies & procedures within company & new acquisitions by providing the guidelines, tools for implementation & guidance on interpretation to ensure company maintains a high standard of discipline & organization.
· Directs specialized administrative services to cater to the unique needs of departments / functions

· FILE:

· File-Records Management.

· Maintained Employees file.

· Vehicle files.

· Tenancy contract file.

· Trade License file.

· Municipality file.

· REPORTS:

· Monthly Manpower analysis report.

· Monthly Vehicle analysis report.

· Monthly salary analysis report.

· Monthly Indemnity report for entire employees.

· Employees leave vacation plan.

· Monthly report for leave & exit employees.

· Visas details.

· Manpower requirement plan.

· Monthly expiry detail list for renewal of Mulkiya, Insurance’s, Labour card, visa, passport, trade license etc.

· Formats for organization. 

Detail of Gulf experience:   
POWER LINE GULF CONSTRUCTION LLC – (2008-2009)
HR & ADMINISTRATION MANAGER 
· Manpower strength 800 employees.

· Recruitment.

· Logistic - transport and vehicles.

· Renewal & update of Trade License, commercial license, Chamber of Commerce.
· Municipality & Economic dept. issues.

· MOL - Labour approval for employees, group visa approval.
· Immigration - Employment Visas for employees, mission visa, transit visa & visit visa (short/long term).

· Implementation company policy as per UAE law.

· Payroll & Settlement.

· Travel plan (vacation) & arrangement of required facilities (transport, air ticket etc.)
· Personnel files & Passport controls.

· Supervise & coordination with site administrators, time keeper, camp boss & safety officer. 

· Accommodation arrangement for Labor & Staff.
· Budgeting & Costing Department wise.

· Control company assets.

· DEWA / SEWA / FEWA.

· Insurance – All risks contractors & workmen compensation & Health Insurance.

· Insurance for assets.

DARVESH GROUP:

(Mega star Trdg. Co. LLC, Nova Industries LLC, Elegant Industries LLC)   -  (February,2007 – 15th June,2008).

Group Administration & HR Manager 
· Maintaining Personnel file & updating records for 1800 employees.
· Medical for employees with proper follow up & treatment done from the network clinic / hospital authorized by Oman Insurance.

· Settlement – Leave / Vacation / Exit employees.

· Updating manpower requirement plan and forwarding to the concern division for feeding as per their requirement and fulfill as requested within the period. 

· Organizing vacation plan and sanctioning the leave according to the scheduled. 
· Liaise with Etisalat for application / renewal / cancellation of various services and checking and payment of bills on time.
· Liaison with Insurers for various office insurance requirements such as Third Party Liability, Workmen’s Compensation and so on.
· Leasing labor camp for workers & flats for staff, facilitating accommodation to workers & staff with satisfactorily and maintenance done time to time with coordination of camp boss.

· Organize travel / hotel bookings, rent-a-car, Marhaba services for staff / guests / management.
· New vehicle purchasing, obtaining quotation/proforma invoice / custom clearance / RTA registration / coordination with bank for finance.

· Tracking & renewal of vehicles insurance on monthly analysis report.

· Assets controlling / Inventory.

· Maintenance work done with coordination MEP team.

· Purchasing assets for the company as and when required based purchase requisition.

· Organizing budgets & cost control department wise.

· Renewal of Trade Licence / Vehicle Mulkiya / Labor card.

· Visa other than GCC country applying as and when required.

· All consulate / Embassy related work.

· Communication & drafting memos / letter / notice etc. as and when required.

GAMMON AND BILLIMORIA LLC, Dubai (2005-2007)
Administration & Personnel Manager 

· Maintaining personnel files & Updating records of all G&B 2500 employees from date of joining, if reclassify position / increment is awarded, medical sick leaves, medical expenses etc.

· Verifying the clearance for leave / exit employees.
· Manpower transfer / allocating at the site through transfer form.
· Manpower requirement from the respective site receiving and transferring the same with our respective sites if not giving add in the news paper and conduct interview after received the CV from the candidate.
· Presenting monthly updated list of employees - Leave / Exit / Resigned / Absconding.
· Arranging the transport for the employees.
· Follow up with PRO for the labour and health cards and visa of the employees.
· Labour Office / Emigration / Dubai Municipality / Dubai Economic Dept. (labour card approval – cancellation, visa cancellation / online visa / visa endorsement / certifying technical employee from dubai municipality thru arranging test / trade licence approval.  
· Employees Insurance Claim (Accident Case).
· Maintaining / Updating list of passport, medical (Health) card and labour card expiry/renewals.  
· Providing the list of employees on completion of probation / annual performance for evaluation, for job evaluation obtaining  up to date job descriptions and  maintaining job description files, arranging for requests to be processed on a quarterly basis, and preparing final papers for the management 
· Appraisal performance are review after the probation period / annually, preparing and distributing forms to the concern dept. head for grading, logging and recording returns as received, and following up for the outstanding if any appraisals to returns.
· On receipt of appraisal preparing evaluation chart and presenting to the management for the approval.
· Maintaining records of all compensation requests received, passes them to the appropriate Compensation Team member, and keeps track of their progress through to completion.
· Processing salary/grade adjustments, and bonus payments for individuals arising from major reviews and job evaluation according to upgrade / date of joining.
· Generating report of costing of entire employee.
· Maintains spot award database and process payments of sport awards.
SAUDI AUTOMOTIVE SERVICES COMPANY, Riyadh, K S A - (1998-1999)

         HR & Administration Officer  

· Preparing the time record of the employee.

· Keeping the record of the employees allocated for the work.

· Service & salary certificate on the demand of the concerned employee.
· Warning letter to the employees for misconduct and behaviour.
· Short listing the CV’s according to the required post.
· Organizing the interview date & conducting the test according to the trade.
· Preparing offer letters & issuing to the recruited candidate after obtaining the signature from GM reporting to HR/Admin. Director.
· Scheduling the employees for the site work.

 MAWARID GROUP (Food Company), Riyadh, K S A - (1993-1998)

(Restaurants – Pizza Hut, Wendy’s, Taco Bell, Western Sizzling, Meed convenient stores)

          HR & Administration Coordinator 

· Controlling the companies 400 vehicles, 10 villas for employees, mobiles, pagers and all the assets office & villas of the company.

· Presenting monthly inventory analysis report.

· Providing expiry details of the vehicle estimarah (Registration) / periodic inspection report & insurance.   Co-ordinating with the concern person / company for the renewal.

· Assets transfer and recorded through fixed assets transfer form & report to finance dept.
· Handling and covering the insurance for vehicles, villas.  If in case of accident/incident, claiming to insurance company for coverage and get done.

· Leasing accommodation for company employees & executive staff.

· Budget & costing department wise – travel, vehicle, accommodation, stationery, mobile, pager etc.
· Monthly analysis report generating of employees and facilities provided to control the budget and predict for annual budget.
India:

  TUBE TURN (INDIA) PVT. LTD., Mumbai, India (1999-2004)

           Administration Manager
· Payroll & settlement. 
· Bonus for the employees.
· Commercial letters & memos as when required. 
· Endorsement of certificate of origin from chamber of commerce .
· Obtaining shipping bill & N-Form to dispatch of material.
· Confirming the irrevocable L/C with appropriate Bank, issued by overseas client.
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