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HR & Admin Management professional with 15 years’ track record
Management Profile: Human Resource/ Administration/ Operations
Knack to build outstanding workplaces and performance-driven companies
Dynamic & results-driven senior industry professional with significant HR & Administration experience implementing complex cross-functional HR strategic initiatives as well as developing & implementing successful HR management strategies to support corporate mandate; demonstrated expertise in managing core HR activities related to performance management, compensations, competency mapping, career coaching, retention policies and exit formalities, employee on-boarding and inductions
Core Competencies…
	· HR & Admin Management
	· Employee On-Boarding & Induction
	· Performance Assessment & Appraisal

	· Manpower Planning
	· Talent Acquisition & Retention
	· IR, ER & Statutory Compliance

	· Recruitment Deployment 
	· Payroll/Benefits/Compensation
	· Staff welfare and Entertainment 

	· HR Policies & Procedures
	· Employee Engagement
	· Team Building & Leadership


Leadership Strengths & Highlights



· Human Resource Management: Proven ability in designing HR solutions based on organizational financial and operational growth objectives; preparing, updating and recommending human resource policies and procedures

· Recruitment & Selection: Proficient in developing specific job profiles and source candidates from major job boards. Assessing applicants by discussing job requirements and applicant qualifications with managers; maintaining organization staffing levels by establishing a recruiting, testing, and interviewing program
· Operations Management: Skilled in aligning resource requirements to business objectives, restructuring deployments, managing HR budget, finalizing matrix, developing procedure flowchart. Proficient in automating, customizing, modifying system module updates for generating various status reports

· Payroll Administration:  Expertise in designing, updating, modifying, monitoring and maintaining employees’ data-base, payroll system, working compensations, incentives, bonuses, salaries, accrual of leave-pay, ticket entitlement and disbursement, gratuity and final settlements in compliance with statutory laws
· Employee Relations: Successful mentor of personnel behavior and approach, skilled in collaborating with various support teams in implementing employee safety, welfare and wellness programs for enhancing employee productivity; empathetically managing employee terminations, grievance and other difficult situations

· Liaison & Coordination: Adept at liaising with Govt.., local and other authorities for visa, licenses, permits, passes, insurance, medical IDs, labor Cards, etc.
· Performance Management: Conduct management level performance appraisals for evaluating employee performance. Prepare career graph for employees based on identified individual skill sets
· Training & Development: Identify specific talents and aspirations of employees and facilitating skill enhancement sessions enabling career growth for employees within the organization

Professional Experience


Lulu International Exchange LLC, Dubai - UAE




Mar 2014 till date
HR Manager
Responsibilities:
Human Resource Management

· Spearhead day to day operations of the HR department encompassing employee relations, recruitment, training and development
· Develop/ implement HR policies and procedures including performance management process
· Render consultancy to department & line managers in effectively interpreting & implementing organizational policies/ procedures in day to day business transactions

· Maintain updated organization chart, job requirements and job descriptions for all positions; define organizational structure based on future expansion plans

· Evaluate employees’ performance using HR balanced scorecard and other performance appraisal tools

· Use employee performance management system (EPMS) for aligning employees' skills and competency requirements to organizational objectives
· Implement new HR initiatives like linking pay to performance, reward and recognition policy etc

Recruitment Management

· Collaborate with the senior management team in preparing recruitment forecast and job descriptions aligned to position vacancies
· Define and align candidate's specifications and skills to position vacancies followed by effective interviews of short listed candidates

· Prepare talent pool of qualified candidates aligned to organizational business requirements
· Identify/ develop new sources like internal, external agencies and social and professional networking sites for active and passive candidates
· Maintain updated status on various job sites and other communication channels. Collaborate with agencies for catering to key positions
· Use application tracking system for managing various recruitment requirements.

Payroll Management

· Involved in processing organizational wage and salary structure, preparing payroll
· Negotiate contracts related to employee benefits to align benefits to industry standards

· Evaluate and align salaries, allowances, benefits to organizational policies
· Participate in annual/ general salary reviews for recommending, planning, and implementing pay structure revisions
· Maintain data accuracy by authorizing attendance records and overtime

· Align compensation and benefits policies to legal and statutory requirements
Training and Development

· Collaborate with department heads and employees in conducting GAP and training need analysis for designing training functions aligned to operational requirements

· Prepare and implement training budget for organizing effective training programs

· Set up induction process for new staff. Guide respective department heads in evaluating training effectiveness and workforce competency
· Maintain updated training records and statistical reports aligned to operational requirements
Admin and Operations Management

· Participate in contract negotiations with vendors to provide employee services like food, transportation and other related services
· Acquaint employees with various organizational policies, procedures and other statutory regulations for implementing the same in day to day business transactions

· Optimize resource utilization & streamline processes for enhancing operational efficiency as well as organizational bottom lines

· Maintain regular interaction with various internal/ external stakeholders pertaining to day to day business and operational requirements 

· Manage administrative aspects related to renewing visa applications and residence permit.

· Collaborate with department heads in drafting plan of action and other business plans by evaluating previous year’s report

Legal & Grievance Management

· Represent the organization in various court hearings and assist the senior management on staff litigation issues

· Conduct investigation and implement disciplinary action for breach of organizational protocol/ ethics/ policies
· Enhance employee satisfaction by effectively resolving employee grievances
Reporting & Documentation

· Update records/ statistical reports encompassing personnel related data like hires, transfers, performance appraisals, absenteeism rates and causes of personnel exit

· Prepare & evaluate monthly HRMIS including documents encompassing legal, salary statement, employee personal file, procedures, etc

Sibel Tech, Dubai - UAE







Apr 2013 – Feb 2014
Manager   - HR Outsourcing
Responsibilities:

· Coordinated activities related to outsourcing HR services, guiding partners in defining/ managing end to end transition activities, setting up transition principles, delivery schedules and communication plans
· Evaluated requirements related to payroll, compensation and benefits

· Involved in collation, validation and evaluation of employee data

· Interacted with the legal team in collating/ evaluating legal practices in various operations on outsourcing and transfers

· Assessed and reported on impact of outsourcing to the senior management team to enable effective decision making

SPF Realty Real Estate Broker LLC, Dubai - UAE



Jun 2012 – Apr 2013
HR Manager
Additional Responsibilities:

· Rendered  best practice and ongoing strategic human resource support across the organizational hierarchy

· Collaborated with the management in resolving employee grievances, disciplinary process, redundancy, terminations and probation

· Managed end to end recruitment process, orientation/ on-boarding of new employees including induction and corporate training. Assisted other departments in managing HR related issues

· Participated in audits related to policies/ procedures, employee files, police checks. Evaluated quality framework and organizational data confidentiality frameworks 

· Acquainted managers/ employees on HR processes, organizational policies and procedures (new/ refreshed)

· Liaised with internal and external stakeholders for fulfilling employee training requirements, talent acquisition, succession planning, change management, statutory regulations 

· Evaluated performance and organized training sessions for team members based on identified training needs

· Prepared/ presented various status reports to the senior management and the HR team to enable effective decision making

· Involved in end to end implementation of HR projects encompassing new policies, EBA, HR best practices, new induction, training programs, performance management and appraisals amongst others

Amusement WhiteWater LLC, Dubai - UAE




May 2011 – May 2012
HR Manager
Additional Responsibilities:

· Spearheaded multiple projects consisting of 30 staff and 400 workers for enhancing operational as well as business efficiency

· Guided team members on various aspects of recruitment, performance management, succession planning, professional & organization development, employee relations , rewards and recognition

· Organized interviews for recruiting staff from TCN (Philippines, India, Nepal, Bangladesh & Sri Lanka) for the company’s existing GCC Projects (KSA, Oman, Bahrain, Qatar)

· Processed/ submitted various legal document to respective embassies prior to deploying recruited manpower from TCN across allocated projects

· Aligned performance management system to organizational business objectives for assessing employee potential
· Partnered with the management in developing, recommending and implementing policies/procedures, HR Plans and strategies followed by advice on potential impact to business

· Defined/ implemented employee KPIs for accomplishing KRA’s during appraisal

· Implemented company-wide salary review process aligned to individual performance, company policy and budget
· Conducted market related salary benchmarking survey for evaluating and aligning compensation & benefits to existing industry standards. Prepared incentive packages for outstanding performers        

· Managed performance appraisals, employees’ induction & training programs
· Generated awareness on health, safety and environment at site camps by awarding employees following best safety practices

· Prepared/presented various status reports to the senior management and other stakeholders to enable effective decision making           

Amlaki FZ LLC, Dubai - UAE






May 2008 – May 2011
HR Manager
Additional Responsibilities:

· Defined/ implemented HR policies and procedures across the business unit
· Set up Performance Management strategy and rendered HR support for enhancing productivity 

· Aligned performance to business development plans; assisted line managers in evaluating individual performances

· Participated in organizational restructuring based on organization charts and headcounts to cater to existing as well as future business requirements

· Involved in end to end management of recruitment cycle based on manpower plans

· Consolidated data from internal and external personnel surveys

· Maintained updated data related to personnel files, staff lists, and leave records

· Prepared job description for each department and maintained life data bank for job descriptions 

· Functioned as public relation manager and company representative to various government offices for meetings and forums

EMPA ME FZCO, Dubai – UAE






Aug 2004 – May 2008

Deputy HR Manager

Additional Responsibilities:

· Prepared/ implemented HR policies post merger with sister organization in compliance to legal requirements, best practice and organizational objectives
· Involved in managing end to end recruitment processes across business units across the group

· Set up sections in the department to dealt with compensation & benefits, performance appraisal, policies, procedures, HR strategies and organization

· Organized training programs based on training needs analysis and performance evaluation
· Prepared human resources policy manual and employee hand-book

· Developed an open performance management system based on core competencies and performance parameters as well as computerized - human resources information system
· Managed overseas recruitment of Telecommunication professionals for the Middle East Region
· Functioned as Internal Employee and Telecommunication consultant involved in resolving employee grievances
Past Assignments


· Technoland ~ Business Manager ~ Jul 2003 – Mar 2004 

· Hisys HR ~ Business Consultant ~ Jul 2002 – Jun 2003 

· IT People ~ Recruitment Consultant ~ Mar 1999 – Jun 2002 

· Botree Software International ~ Marketing Coordinator ~ Oct 1996 – Dec 1998

· Clothesline Media Pvt. Ltd ~ Executive Customer Service ~ Aug 1994 – Sep 1996

Education


· Masters Diploma in Computer Science, Datapro Information Technology



1996

· Bachelor of Commerce, Calcutta University 







1993

Professional Development


· Effective Leadership 

· Influencing People 

· UAE Labor Law

· Team Building 

· Customer Service Training

Technical Skills



· O/S

MS Dos, Windows 3.x, Windows 95/98/2000/ME/NT, Unix

· RDBMS

Oracle

· DBMS

Dbase, MS Access

· Languages

Basic, C, Visual Basic

· Applications
MS - Word, MS - Excel, MS – PowerPoint, MS –Outlook



Date of Birth: 30th October 1971 ~ Languages Known: English, Hindi, Bengali and Malayalam ~ Nationality: Indian
~ Visa Status: Employment ~ References: Available on Request
