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Current Visa : Visit Visa (Can Join Immediately)

Career Objective

To pursue career in such organization at responsible position that can enhance my working skills and
Emphasize me to achieve goals of the organization.

Key Skills

Recruitment & Selection Manpower Planning

Performance Appraisal Personnel Data Sheet of Employees

Payroll function in ERP Visa Processing of Employees

Labour Camp formalities Medical Processing ’

Cancellation of Visas & Passport Long leave & Absconding cancellation formalities
Liaisoning with PRO . Transport Facilities & Mess Facilities

Arranging of Air ticket Arranging for new Labour camp & Staff villas

Professional Experience

Shapoorji Pallonji Mideast, Dubai, U.A.E.
Sr.'Executive HR & Administration
October 2013to April 2014

Handling Performance Appraisal, Recruitment & Selection process, Co-ordinates with the
manpower agencies from overseas & local markets for specific requirement and also conducting
the induction programs.

Handling manpower planning and estimating the manpower requirement as per the project work
schedule.

Preparing of personal data sheet of the individual employees / Personnel strength report,
maintaining potential appraisal data of employees/workmen.

Handling Attendance and Payroll function in ERP Quadra, Handling End-of-Service Benefits &
Leave Salary Benefits as per company policy and UAE labour laws.

Monitoring the manpower strength based on the project requirement from the manpower agencies,
Induction and Exit interviews of employees.

Implementation of HR systems like Appointment letters, Increment, MIS report, up gradation,
Transfer, Loans, Communication of circulars and Compile a master check-list of manpower
strength.

Implementing various remuneration policies, including pay packages for newly hired employees,
designing various employees’ welfare schemes like easy Loans, Annual Increments, Promotion &
Reward Systems.
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o Handling Group visas formalities with submission of documents to MOL for getting approval for
visas Quota as per awarded of newly site/projects.

* Provide administrative/secretarial support for various departments, Schedule and coordinate
meetings, interviews, appointments, events and other similar activities.

e Deployment of Technical & Non Technical staffs, Skilled & Unskilled labours to the various
projects.

e Handling Visa processing, Medical of employees, Submission of work permit and residence
permit, Amendments of labour contracts, Renewal of passports/Visas & Degree attestation of
employees.

¢ Handling and maintaining personnel records & Passport for more than 5,000 employee’s

e Co-ordinating with PRO for submission of Work permit and Residence permits, Visit visas &
Renewal visas, Medicals of employees, Renewal of passports and Amendments of labour contracts,
Cancellation of visa, Long Leave, Absconders etc.

e Handling General administration like Camp administration, Mess facilities, Printing & Stationary,
hospitality, Transport, Labour Accommodation, Vehicle insurance, AMCs, Security, Telephone,
Courier & Dispatch, Utility Payments & Lodging arrangement etc.

Medigraph Pharmaceuticals Pvt. Ltd. - Manager — Administration
August 2010 to August 2013

Desert Line Projects L.L.C., Muscat, Oman - Assistant Manager — Personnel
August 2009 to June 2010

Shapoorji Pallonji Mideast, Dubai, UA.E. - Executive - HR & Administration
June 2006 to July 2009

AL Basti & Muktha L.L.C, Dubai, U.A.E. - HR Executive

June 2004 to May 2006

Simplex Concrete Piles (I) Ltd, Mumbai - Personnel Officer

January 1997 to April 2004
Academic Qualification
e Master in Personnel Management (M.P.M) from Pune University, Pune, 1996.

o Diploma in Labour Laws & Labour Welfare (D.L.L. & L.W.) from Pune University, Pune, 1995.

® Bachelor of Commerce (B.COM) from Mumbai University, Mumbai, 1993.

ITSkills

Well versed with MS Office, Window and Internet applications




