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Tajamul-109738@2freemail.com 
HR SUPERVISOR MANAGER
An accomplished & knowledgeable professional aiming for assignments in Human Resources / Administration / Welfare / Compliances / Camp Management Administration with an organization of high repute

	
	
	SKILLS SET
	
	
	
	EXECUTIVE PROFILE SUMMARY
	

	
	
	HR Operations
	
	
	❖
	A  competent  professional  with  over  16  years  UAE  experience  in  managing  Human  resource  operations,
	

	
	
	
	
	
	
	Administration   Operations,   Customer   service,   Relationship   management,   Organizational   Restructuring,
	

	
	
	Administration
	
	
	
	Performance Management and Team Management to ensure effective operations
	

	
	
	
	
	
	❖  Proficient in supervising all business activities including providing technical inputs for implementing better business
	

	
	
	Welfare & Wellness
	
	
	
	practices
	

	
	
	
	
	
	❖
	Expertise  in  recruitment,  talent  acquisition,  succession  planning  and  retention,  conflict  resolution,  change
	

	
	
	Pre Qualification &
	
	
	
	management,  employee  development,  employee  relations,  grievance  management,  performance  management,
	

	
	
	Compliance Audit
	
	
	
	learning and development, government relations and benefits administration
	

	
	
	
	
	
	❖  Meeting with other managers to discuss possible improvements to operations
	

	
	
	End to End Recruitment &
	
	
	❖
	Adept in conceptualizing & implementing service plans and ensuring accomplishment of business goals across
	

	
	
	Talent Acquisition
	
	
	
	assigned regions
	

	
	
	
	
	
	❖
	Maintaining organization staff by establishing a recruiting, testing & interviewing program, counselling managers on
	

	
	
	
	
	
	
	
	

	
	
	Grievance Management
	
	
	
	candidate selection; conducting & analyzing exit interviews and recommending changes
	

	
	
	
	
	
	❖
	Administering payroll including promotion & benefits and maintaining employee records
	

	
	
	
	
	
	
	
	

	
	
	Change Management
	
	
	❖  Maintaining human resource staff job results by counselling & disciplining employees, planning, monitoring and
	

	
	
	
	
	
	
	appraising job results
	

	
	
	
	
	
	
	
	

	
	
	Employee Relations &
	
	
	❖  Conducting  and  Implementing  Learning  and  Development  Initiatives,  Training  Needs  Analysis,  Organizing
	

	
	
	
	
	
	
	Learning  Programs  and  Evaluations  -  (Pre  and  Post),  Talent  Management,  Succession  Planning,  Career
	

	
	
	Engagement
	
	
	
	
	

	
	
	
	
	
	
	Development
	

	
	
	
	
	
	
	
	

	
	
	On boarding / Inductions /
	
	
	❖
	Handling HR Process, Productivity Improvements, HR Policy & Process Development in accordance with the UAE
	

	
	
	Orientation / Off Boarding
	
	
	
	labour law; and designing revised HR Tools and Forms in sync with the Policy (s) finalized
	

	
	
	
	
	
	❖
	Resourceful at maintaining business relationship with clients and customers to achieve quality product and service
	

	
	
	
	
	
	
	
	

	
	
	Knowledge of UAE Labour
	
	
	
	norms by resolving their service related critical issues
	

	
	
	
	
	
	❖
	Developing and implementing policies relating to the effective use of personnel within an organization
	

	
	
	Law & Amendments
	
	
	
	
	

	
	
	
	
	
	❖
	Leading, mentoring & monitoring the performance of staff to ensure efficiency in process operations and meeting of
	

	
	
	
	
	
	
	
	

	
	
	HR & Recruitment Policy
	
	
	
	targets
	

	
	
	
	
	
	❖
	Developing  strategy  &  ensuring  that  team  members  have  necessary  education  and  training  to  accomplish
	

	
	
	Drafting & Implementation
	
	
	
	
	

	
	
	
	
	
	
	exceptional performance
	

	
	
	End to End Payroll Process
	
	
	❖  Company’s  Internal  Compliance  Auditing  &  Reporting  like  Management  procedures,  Employment  practices,
	

	
	
	
	
	
	
	Recruitment, Personal Files, Employment Contracts, Health, Safety, Security, Environments, Insurances, Vehicle
	

	
	
	& Leaves and E O S Benefit
	
	
	
	
	

	
	
	
	
	
	
	Safety, Hygienic Food Provisions or Catered, Transportation and Sub-Contractor’s Pre-Qualification Auditing &
	

	
	
	
	
	
	
	
	

	
	
	Expo2020 Worker Welfare
	
	
	
	Reporting to comply for ongoing projects
	

	
	
	
	
	
	❖
	Creating  &  sustaining  a  dynamic  environment  that  fosters  development  opportunities  and  motivates  high
	

	
	
	Ass. Standard Review 04 &
	
	
	
	
	

	
	
	
	
	
	
	performance amongst team members
	

	
	
	Events
	
	
	
	
	

	
	
	
	
	
	❖
	An effective communicator with good analytical, leadership, interpersonal, planning and problem solving skills.
	

	
	
	Training & Development
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	Performance Management
	
	
	
	
	

	
	
	Set KRAs & KPIs
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	CORE COMPETENCIES
	


· Looking after end to end management of human resources, Administration, Welfare, Wellness, Camp Accommodation service department and ensuring timely completion of works
· Investigating and solving problems, which may be complex or long-standing problems
· Monitoring progress as per scheduled deadlines for various tasks and taking necessary steps to ensure completion within time, cost and effort parameters
· Working closely with various departments, assisting line managers to understand and implement policies & procedures and develop the JD, Job Evaluations, Check Consultancy Survey Report and Competitors in the market.
· Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management
· Advising on pay and other remuneration issues including promotion and benefits
· Key role in Employee Engagement surveys and qualitative data compilation with recommendation to management on Employee Satisfaction / Services improvements Gap Analysis and Bridging
· Expertise in HR activities including re-sourcing, recruitment, selection, compensation, benefits, employee relations, Attendance, Leaves, End of Service, Disciplinary Actions, Attend Grievances, follow up Non Compliances, follow UAE Labour Laws and company policies
· Managing Exit & Trend Analysis (Interviews and Reporting)-Monitoring Exit Trends, Exit Processes and Retention Strategies, Reports and Analysis (Turnover Analysis, HR Budgets, Costing, Recruitments, Training etc.)
· Maintaining management guidelines by preparing, updating and recommending human resource policies & procedures
· Managing implementation of business guidelines and strategies, working with other department heads to ensure that everything runs smoothly and in accordance with set guidelines
· Essayed stellar role in managing administration works including:
o Providing supplies by identifying needs for reception, switchboard, mailroom, kitchen; establishing policies, procedures & work schedules o General Admin, Verification Of Stationery Stock, Petty Cash, Courier, Florist, Pest Control, Housekeeping, Etc.
o Arranging accommodation for onsite employees by co-ordination with various branch offices and to continuously improve the quality of services by visiting and studying the overseas location

· Managing all aspects of the organization’s operations to meet established objectives for growth & profitability
· Understanding the goals of the organization and developing a clear vision of exactly how operations will help achieve them
· Providing information by collecting, analyzing and summarizing data & trends
· Maintains professional and technical knowledge by attending educational workshops, benchmarking professional standards; reviewing professional publications, establishing personal networks
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· Ensuring training & development opportunities are available to employees to enhance their performance and achieve the employer's business aims
· Excellent Relationship Management skills, articulate, combine strong business acumen with the ability to conceive profitable and efficient solutions utilizing technology.

WORK EXPERIENCE


HR & Welfare Compliance Executive – (Facility, Maintenance, Security) Dubai, UAE ----> July 2021- May 2022

Responsibilities:

· Worked as HR, Recruitment & Talent Acquisition, worker welfare related issues and for ensuring project worker welfare assurance standards are followed across all areas of company and sub-contractor operations, including agents and suppliers. (Follow-ups Recruitment, Visas, Vaccination, Insurances, on boarding, Accommodation, Food provisions, Health, Safety, Environment, Vehicle Safety & Transportation)
· Oversee and monitor grievances and complaints from workers to ensure action and resolution are taken without delay
· Provide worker welfare specific support to project teams as required
· Provide induction, orientation and refresher training on worker welfare and labour rights
· Responsible for conducting audit and monitoring activities, including employment practices, accommodations inspections, company corporate head office visit, and worker interviews
· Lead and/or support the Worker Welfare Committee, with the active participation of Main Contractor & subcontractors, ensuring a regular meeting schedule is kept and minutes documented
· Provide employee relations support and engagement with worker and staff as required, on and off-site
· Responsible for closing out WW compliance observations and non-compliances from the Client within agreed timeline
· Develop and suggest improvement plans to minimize the risk rating of monitored Main Contractor (self), Subcontractors & Supply Chain and highlight all that require an elevation in risk rating
· Be the first point of contact for grievances received (including through Client channels), escalating issues as appropriate
· Identify, Auditing, coordinate and resolve all employment practices, accommodations, transportation, security, health & safety, related issues including tendering, liaising with landlords, property managers, utilities providers and other suppliers
· Maintain records, databases, and report trends based on analysis of manpower data, incident reports, grievances and relevant statistics
· Labour Camps Facilities, Maintenance, PPM, Sports, Clinic, First Aid, Isolation, Gym, Caterers, Barber Shop, Grocery Store, Bank ATM Etc.
· Employee on boarding facilitate, Worker Inductions, House Rules Information, Disciplinary Actions as when require
· The Accommodation-In-Charge must maintain a register of the residents in the accommodation facility within a database
· As an Accommodation Team In-Charge is responsible for issuing instructions and following up on onsite maintenance, food activities and nutrition, utilities management, ensuring observance of housing instructions by all the residents, managing inspection activities and corrective actions, managing the housing budget, organising and holding periodic training sessions on evacuation in case of emergency, a nd supervising the introductory training programme
· As an Accommodation Team In-charge must have a specific duty to report to the health authorities the eruption of any contagious diseases, food poisoning and other important casualties
· Conduct regular Mock drills for fire and medical emergencies and maintain records.
HR & Welfare Compliance Manager - AL AHMADIAH INTERNATIONAL CONTRACTING LLC – Dubai, UAE ----> Nov 2019 - Jun 2021

Responsibilities:

· Recruitment & Talent Acquisition, Visas, Immigration & MOHRE, Municipality, Fire Safety, Employee Safety, HR Policy Manual new and amendments from respective departments
· Plans, develops and manages the implementation of worker welfare practices and accommodation standards across the Expo 2020 D ubai Project
· Develops implements and manages worker welfare assurance/control program
· In coordination with the client and companies involved on the programme, responsible for identifying and assessing their empl oyee welfare needs
· Collects, tracks, analyses, and reports overall results, including trends, for worker welfare
· Provides expert direction on resolution of issues and Supports wider community worker welfare & wellness programs
· Directing the welfare activities for employees and recommending to contractors / consultants ways to improve employee’s welfa re
· Responsible for the preparation of the Workers Welfare Standards (WWS) self-assessment and rectification Plan, as per project standards, and producing written and verbal reports as per Company procedures
· Undertaking audits with the Ministry of Labour, the Employer, the Engineer or an independent Auditor as required, and providing all necessary assistance at all times
· Engage senior management to provide leadership and oversight on WW issues with and external stakeholders to promote WW  improvements
· Plans, develops and manages the implementation of worker welfare practices and accommodation standards across the Expo 2020 Dubai Project
· Covid-19 precautionary measures taking for worker and staff and disinfection programme arranged and other records keeping for the company. (Keep records of High Risk Employees, Covid-19 Testing and following guidelines of Dubai Municipality, Dubai Health Authority and maintain Logs of all sub-contractors and after findings comments and solution for the same
· Every sub-contractor procured to worked on Expo site have undergone WW due diligence check using the Expo2020 checklist (physical inspection of worker accommodation and visit to sub-contractor’s head office to review employment practices advice procurement on mandatory inclusion of WW Standards (Rev 4) into the contracts with the sub-contractors
· Details of how the contractor will self-audit their sub-contractors to overseas the projects overall worker welfare performance. To be submitted to the projects Worker Welfare Monitor within 10 days of Plot Possession & Mobilization Request (PPMR) approval
· Detailed log of all non-compliances found for both company (self) and our sub-contractors, agreed resolutions, agreed timeline and close out dates using this data maintain a monthly sub-contractor league Table
· Attend Worker Welfare review meetings with the Monitor and Project Delivery Teams, to review close out of known issues and to discuss other worker welfare matters
· Facilitates fair and transparent selection of Worker Representative for Worker Welfare Committee meeting with worker and attendance of company management
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· Produce updated issue log to communicate to the Monitor what action have been taken to resolve non-compliant items, supported by evidence where required
· Arrange all Camp Facilities, Maintenance, PPM, Sports, Clinic, First Aid, Isolation, Gym, Caterers, Barber Shop, Grocery Store, Bank ATM
· Employee on boarding facilitates Worker Inductions, House Rules Information, and Disciplinary Actions as when required.

HR & Admin Manager - TECHNO ARABIA SIGN LLC - Jebel Ali - Dubai, UAE ----> Feb 2019 – Oct 2019

Responsibilities:

· Managed HR, Administration and Operational activities in the Franchise
· Key role in Visa/Work Permit Coordination, documentation & processing with PRO for New and Renewable Visa and its cancellation as required
· Ensured People Development & Management; and provided guidance to the MD in specific Human Resources Operations
· Developed programs, processes, and tools to support Business Effectiveness, Employee Development, Employee Relations
· Designed, implemented & managed Corporate HR policies/processes/forms and communicated the same
· Lead, motivated, directed all employees working in the concerned franchise
· Used technical and professional skills, researching best practices and employee relations programs including Discipline/Grievance Management appropriate to the company
· Implemented plans and advising managers on the handling of routine employee complaints / grievances
· Conducted performance analyses to determine individual and organizational gaps and helps design solutions to address these works
· Formulated Grooming Standards and organized Uniforms for staff
· Employee Benefits – Medicals, Travel, Insurance, Air Tickets, Uniforms, Duty Meals, Housing etc.

HR & Admin Manager - EURO DUBAI METAL INDUSTRIES LLC - Dubai, UAE ----> Oct 2016 – Dec 2018

Responsibilities:

· End to End Recruitment, Talent Acquisitions, Prepare Job Descriptions, Coordinate with PRO for all type of Visas, Immigration & MOHRE works, TASHEEL works, AMIR Services, Municipality, Civil Defence, Economic Dept. Real Estates. Chamber of Commerce, Ports, and Custo ms related works
· Employee Safety, HR Policy manual new and amendments, Attendance and Time Keeping, Employee Orientation, Induction, Employee on Boarding, Employee benefits program
· Employees performance reviews and if require training, Keep training records, Disciplinary Actions, Employee relations, Employee Engagement, KRAs & KPIs, End to End Payroll, Calculation of End of Service, Employee Off Boarding, Employee Exit Clearance, Exit Interviews and Attrition Analysis
· Knowledge of UAE Labour Laws & Immigration system, Company Labour Accommodation, Food provisions, Transportation services
· Taking care of all insurances Medical-Health, WCP, Property all Risk Policy for the company and administrative cost savings
· Facilities, Utilities (Etisalat / VIP Tags/ Du / DEWA/SEWA /GPS Apps), Maintenance of factory, Office, Labour Accommodation deal with Landlord and Real Estate.
H R Manager - ECO DIAMONDS FZE – DAFZA, Dubai, UAE ----> Dec 2015 - May 2016

Responsibilities:

· Professional rich experience in HR Functions entailing Recruitment, Selection, Induction & Orientation, Payroll Administration; Performance Management, Training & Development, Compensation & Benefits, KPIs & KRAs, Employee Engagement, Exit Interviews & Final Settlements, Visa & PR and other HR/Admin Operations
· Proficient in overseeing smooth implementation of HR policies for manpower planning, performance management system, recruitment, selection, induction, orientation and development of new employees through career and succession planning
· Experience in coordinating the operations of large task groups with demonstra ted leadership qualities & organizational skills during the tenure
· Proven track record of with commitment to client servicing, creative recruitment and noteworthy experience in multiple succes s locating, identifying and closing top candidates talent with special emphasis on hard-to-fill positions
· Ability to self-manage multiple positions by sourcing, screening, qualifying, coordinating interviews, negotiating & closing candidates
· Proven skills in formulating HR strategies, organizing training programmes through innovative and trend setting activities to achieve accelerated growth
· Deft in arranging Housing and on boarding Services for Faculty and Staff
· Hands-on experience in managing service administration functions like facilities, transport, Employees & company assets Insurances etc.
· Knowledge about all Dubai Airport Free Zone Visa Formalities, Employment Contract, Correspondence to Dafza Authority, Trade Licenses, Lease, Security & Safety Compliance, Dafza Tasheel works.
Group H R Manager - GENIUS GROUP GLOBAL, Corporate Off Sharjah, HO Dubai ----> Oct 2013 – Oct 2015

Responsibilities:

· Overseeing entire gamut of HR and administration functions with extensive travel to GCC countries whenever required, Managing PROs, (Visas, Trade License, Renewal, MOL and Immigration),
· Implementing HR strategies on Sourcing, Recruitment & Talent Acquisition, Change Management, Performance Management, Training and Development programs, Career Planning & Development, Succession Planning, and HR Systems Analysis, Salary & Incentive Scheme, Employee Welfare, Staff Relations, etc.
· Working closely with IT team in implementing PHP Admin SQL database Payroll System. Supervising system usage in processing Attendance, Payroll, annual leave or end-of-service benefits as per UAE Labour Law & Company Policy
· Ensuring compliance and suggesting improvements for business processes in attaining organization objectives
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· Monitoring all day to day manpower concerns and enhancing employee’s knowledge on organizational objectives. Providing employ ee with Employment Policy, Induction Manual and Handbook
· Administering all level employees’ KPA and merit rating procedures. Also, evaluating results thereof. Maintain KRA’s and KPI’s for continuous growth of the employees and organization
· Performing timely roll out of annual assessment. Recommending rewards and recognition accordingly
· Uplifting employees’ morale hence enhancing overall business by implementing various endeavors like Incentive System for Sales and After - Sales Teams, Reward and Recognition Strategies, Medical Insurance and Group Insurance for all employees and other employee’s welfare programs
· Handling employee separation, resignation, termination or abandonment of service. Likewise, liable for employee’s grieva nces on benefits related issues
· Analyzing statistical data and reports to identify and determine causes of personnel problems; develop recommendations for improvement of organization's personnel policies. Gathering feedbacks through job satisfaction surveys, succession planning, performance man agement system.
· Performing general administration functions including housekeeping, facility management, transport arrangements, hotel booking, Staff accommodation, visa and medical insurance processing, trade license renewal matters, liaising with statutory organization and government agencies
· Streamlining insurance policies across organization concerning stock, premises, transit, money and other assets
· Facilitating development of vendor database that simplify approval process for all admin related tasks
· Conducting exit interviews for various levels in the organization smooth functioning of full & final process.
H R & Administration Manager - AL MAIDOOR METAL INDUSTRIES LLC, Dubai, UAE ----> Apr 2012 – Jun 2013

Responsibilities:

· Orchestrated Recruitment, Compensation & Reward Management, Performance Management, and Administrative functions within the organization
· Managed A-Z of recruitment process; determined training needs and coordinated with other departments in developing training programs. L iaised with external organization in facilitating specialist training courses.
· Helped in designing strategies to improve company’s system and processes. Structured and executed HR policies to all departments with the help of Line Managers.
· Drafted circulars and memos on HR; maintained personnel records and updated same on regular basis.
· Assisted in developing and subsequent execution of compensation and other reward strategies in consideration with market remu neration. Likewise devised new Performance Based Pay scheme.
· Directed Performance Management System (PMS) and effective implementation of appraisal process.
· Structured PDP (Performance Development Plans), Skill & Competency Mapping and Developmental Action Plans (DAP) to better facilitate units
· Administered Operating Appraisal System (PMS) software utilized in conducting complete performance feedback for identified groups of managers.
· In charge for searching and acquiring residential properties for employees; negotiating on lease agreements and arranging the furniture required.
· Supervised labour camps including catering services, sewerage system, electricity supply, transportation concerns, medical, first aid and safety measures.
· Accountable for logistics proceedings including arrangements for conferences and events, overview of VISA processing and immigration formalities
· Established Admin team in branch level to sustain better admin support.
· Facilitated team of volunteers from Bachelor Staff and Technician Accommodation in taking care with their own lodging and res olving issues therein.
· Worked out on best way of reducing cost and to achieve positive result in communication, stationery, repairs, maintenance, and fuel expenses as active member of Cost Reduction Task Force (CRTF).
· Handled All Group Businesses of Factory, Showroom, Real Estate and Agriculture Equipment Showroom.

HR & Admin Manager – SELECT GLASS INDUSTRIES LLC – RAK Investment Authority, RAK, UAE----> Aug 2008 – Jan 2012

Responsibilities:

· Handling end to end Human Resources & Administration , Visas ,Stationery, Printing ,Training, Accommodation, Transport including Department Formation, Pre Opening set up, Policies, Processes, Procedures, Workflows, Employee Handbook, Job Descriptions, Recruitment, New Initiatives, Employee training & development, Design of Performance Mgmt system, Employee benefits & Relations, Grievance mgmt, Payroll, Exits, Separation flow and End of service
· Formation of Organization structure according to Manpower budget and streamlining job positions assigning appropriate compensation Structure
· Managing administrative activities involving equipments purchase, maintenance, housekeeping, safety, security, employee induction etc.
· Purchase printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices
· Managing regular staff appraisals and reviews and making sure staff have opportunities for ongoing development
· Designing & Establishing:
o HR Workflows and Processes, (Recruitment, Induction, Performance Mgmt, Training, Payroll & Benefits, Attendance, Leave, Exit.) o HR Policies (Compensation and Benefits, Performance Management, Document and Compliance Mgmt.)
o   Recruitment Policy, Process and workflow across all Business Units

o Job Descriptions (Job Analysis, Categorization under Department Families, Individual Job Description design, for all jobs in organization) o Visa/ Work Permit Coordination, documentation & processing with PRO for New and Renewable Visa and its cancellation as required

o Performance Management Program across all business units including Performance Management system (Open ended discussion between line mgmt and employees, KPI/Targets/Objective Oriented, performance discussions, gap analysis and bridging interviews etc…)

· Steered efforts in Talent Management including Succession Planning; Reward & Recognition Plans (Retention); Skills Development
· Managing new employee on boarding – Airport Pick up, Transport/Accommodation, Visa Drop, Induction to the City, Company and HR Policies
· Medicals, Emirates ID Card, Bank Account opening, WPS alignment, sending new employee joining notification, inclusion in the group HR
· Health Insurance scheme, coordination of ID/Access cards, Uniform hand over, and introduction to the business units / line ma nagement
· Establishing HR Communications flow within the organization
· Design of an Employee Motivational / Recognition Program / Retention Schemes / Employee Committees (Welfare, Social, Games & Sport, coordinating various recreational program for the employees including mall trips, outings, competitions etc.)
· Developing New Employee Orientation Policy – Handbook, Process, Training proposals on Customer Service Standards, English Skills, Grooming Standards, Time management etc.
· Coordinate and schedule various Training Programs within the organization across the various business units including New Joinee Induction, Orientation, Soft Skills-Grooming Standards, Workplace Ethics Training; and evaluating success of both individual training and overall program
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· Managing regular staff appraisals and reviews and making sure staff have opportunities for ongoing development
· Employee Relations (Employee Services, Problem Solver and Solutions Provider, Grievance Management, handling large volume Disciplinary cases)
· Effective Communication of all HR, Accommodation, Transportation updates and posting the information on the notice boards with New Joinees, transport trips, announcements, policy updates etc.
· Handling Employee Benefits – Medicals, Travel, Insurance, Air Tickets, Uniforms, Duty Meals, Housing etc.
· Managing Exit Flow - Designing interview forms, reporting turnover Trend analysis with initiatives for Reduction of leavers etc.
· Design of Document Records, Control and Management Policy and System as per ISO standards; HR Forms, tools and organizing the filing both Physical as well as Electronic as per ISO standards
· Accommodation Sourcing and management/upkeep of Housing facilities, adherence to set rules and standards Transport Management
· Employee Relations (Employee Services, Problem Solver and Solutions Provider, Grievance Management, handling large volume disciplinary cases)
· Effective Communication of all HR, Accommodation, Transportation updates and posting the information on the notice boards wit h new joinees, transport trips, announcements, policy updates etc.
Insurance Advisor - BIRLA SUN LIFE INSURANCE CO., Mumbai, India ----> Mar 2001 – Nov 2001

· Self Employed and IRDA- India approved Life Insurance Advisor.
H R Manager - SYKES & RAY EQUITIES (Ind) LTD - (Equity & Commodity Broker and Financial Services ) –Mumbai, India ----> Dec2001 – Apr 2008

· Recruitment, Pre recruitment, Getting requirement from dept., Sourcing the resumes by Advertisement, reference, Job Portals, Interviews, Post Recruitment, Reference Check, Issue the Appointment Letter, On boarding, Personnel File Creation, Induction, Training, Work Allocation, Time Office Management, Payroll, Benefit and Compensation management, Facility management, Safety Policy implementation, Labour welfare activities, Statutory Activities, Liaison with Govt., Full and final settlement and Performance appraisal
· Implemented HR policies managed smooth payroll process and dealt with employee grievances
· Administered manpower assessment for Equities & Commodities and financial market projects whilst directing whole gamut of recruitment process Also, conducted evaluation for all other branches in India
· Diminished attrition rate by conducting employee survey and salary regularization in 2002
· Coordinate activities for establishing Web World Express Outlets for the company.
H R Executive - MOHAMMED BIN GALAITHA GROUP – Dubai, UAE ----> Mar 1998 – Feb 2001

· Land Transport services Local and GCC region and Cargo clearing services, and arranging visa services to GCC region from GCC consulates, customs, public relation work and insurances
· Developing HR planning strategies with line managers, consider immediate and long-term staff requirements in terms of numbers and skill levels
· Recruitment of Staff & to developing job descriptions and person specifications, preparing advertisements, use social media for free advertise, checking application forms, short listing, interviewing and selecting candidates
· Coordination with other departments for operational work and to provide necessary assistance
· Liaising with PRO for Visas, Immigration, Labour Laws, and other staff and management on payroll related queries
· Maintenance & Calculation of annual leave, emergency leave, sick leave, Leave Salary provisions/accruals and overtime reports
· Handles all termination/ Resignations cases of the employees and if any grievances is there to solve amicably
· Maintenance of various payroll records such as time card sheets, automatic bank deposit authorizations, payroll journals and ledgers, making required adjustments through established procedures
· Preparation of salary and wage payrolls including deductions, accruals and the issuance and processing and End of Service as per UAE Labour Law
· Dealing with Insurance companies for company vehicles, Loading Unloading and Third Party Insurances for Heavy Vehicles.

EDUCATIONAL & PROFESSIONAL QUALIFICATION

· Master of Business Administration –In Human Resource Development – MKU  University, India → 2007
· Bachelor of Commerce - In Financial Accounting & Auditing  -- University of Bombay, India → 1994
· Export & Import Management -- K C College of Management Studies - Mumbai, India → 2004
· Diploma in Information & System Management - Aptech Computer Education - Mumbai, India → 1995
· Diploma in FoxPro Programming & MS-Office – Unitech Computer Education - Mumbai, India → 1996

TRAININGS & CERTIFICATION

· I S O 9000 – 2008 Training Course BUREAU VERTIAS - UKAS – UAE in 2009
· Call Centre Training Course Attended J.B.CALL CENTRES Mumbai - INDIA in 2005
	
	
	IT SKILLS

	•
	MS-Office, MS-Excel, MS-Word, PowerPoint, MS-Outlook
	•   Online Trading Software: Odin, TWS, Orion, NCDEX

	•
	HRMS Used: Horizon, Infinigent
	•   Accounting Software Used: Tally


· SQL Database Used: PHP Admin SQL data base
· ERP Implemented:  Microsoft Dynamics
	
	PERSONAL DETAILS

	Nationality 
	Indian

	Date of Birth:
	12/06/1973

	Language Known:
	English, Hindi, Arabic, Marathi, Urdu, Konkani, Gujarati

	Visa Status:
	Visit Visa

	Marital Status:
	Married

	Notice Period:
	Immediate Joining & Relocate
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