Gulf Job Seeker Supervisory Level CV No - 77370
http://www.gulfjobseeker.com/feedback/submit_fb.php 

Mobile: 971505905010 / 971504753686
JOB OBJECTIVE 
Seeking assignments in Human Resource Management with an organization of repute; offering experience in all HR Functions (over 300 employees), maintaining entire gamut of Hiring Process, Payroll Management, Leave Management, New Visa applications and Renewals. 
“Proven track record of mobilizing candidates and create a brand image for the firm. Excellent communication and the ability to relate to people at all levels”
PROFILE SUMMARY

· 6 years of experience in Human Resource Management, Leave Management, and Well versed with handling recruits, visa applications, employee relations, Performance based Incentive Calculations.
· Skilled in handling entry / exit formalities, employee engagement activities, etc.
· Proven ability in working with senior management to craft consistent, equitable and competitive compensation and incentives.
· Demonstrated acumen in developing & integrating new employees & retaining current ones.
· Expertise in defining competitive salaries, training & development opportunities, retention programs, promotion and transitioning and exposure in handling super niche requirements

· Proactive in building and maintaining association with various external training professionals and professional bodies.
· Possesses good communication skills, people management and relationship management.
CORE COMPETENCIES
· Conceptualizing & implementing of policies for HR, personnel, IR, welfare, strategies for handling employee unrest, as per policies and the vision, mission and company’s policy for management.
· Defining and designing job description of all professional positions, job evaluation as well as finalization of goals and KRAs at all levels.
· Effectuating the performance management system, managing appraisal process across the levels linked to reward management and career growth.
· Taking training & development initiatives for improving employee productivity, building capability and quality enhancement

· Maintaining knowledge and ensuring compliance with employment-related laws and regulations.
· Carrying out campus recruitments, walk in interviews and summer interns hiring.
· Developing a new joinee orientation program and redesigning induction program.
· Scrutinizing and proof-checking the printing and packaging materials and ensure that they are in line with the requirements of the respective group company’s requirement.
· Raising LPOs for production expenses and process till submission of Invoice to Senior Secretary. 
· Liaising with vendors on their outstanding financial issues and resolve them with the internal support.
ORGANISATIONAL EXPERIENCE
Since Jan’12 to Jan’14 with Exchange, Dubai-UAE as Human Resource & Admin Assistant
Highlights:
· Accountable for managing the entire hiring process from sourcing to offer acceptance.
· Helping in employee relations, policy development, and implementation, supporting effective recruitment and selection and extending administrative support in HR activities.
· Coordinating with the managers while providing the value added HR service and executing the entire gamut of recruitment operations.
· Organizing interviews with the line managers and the candidates, providing short listed resumes to the HRM and sorting out resumes received through different sources of recruitment.
· Responsible for short-listing candidates, conducting telephonic and personal interviews, providing HR support and staff queries and processing the visa for the new joiners, helping them in settling in with the company.
· Monthly Payroll process of 300+ employees, Leave Management, Ticketing.

· Participated with Sharjah Career Expo.

· Recruitment of UAE National as per Emiratisation policy.
· Handling Annul Medical and Life Insurance Renewals and monthly additions and deletions, arranging for medicals for the new joiners and taking care of Annual Leave Air Ticketing of employees.
· Overseeing monthly salary processing of employees. Full and Final settlements of employees as per labour law.
· Administering tasks such as employee’s visa renewals, new Visa approval from MOL for new joinees and managing Emirates ID process of all employees.
· Handling Trade License renewal of all branches and handling routine branch maintenance related work.
· Managing the entire Group stationery queries e.g. Business card, Letterhead, Promotional packaging.
Mar’08 – Dec’11 with Geojit BNP Paribas Financial Services Ltd, Kochi, Kerala, India as Senior Executive – Human Resources
Highlights:

· Sorting out resumes received through different sources of recruitment and planning of Job advertisements with Corporate communications department. 

· Building & Maintaining relationships with outside the organizations like colleges, manpower Consultants and other professional bodies.

· Engaged in welcoming newly joined employees and complies duty joining formalities.
· Accountable for intimating the training personnel, various department functional heads and arranging induction training for the newly joined employees.
· Recognized the training requirements of employees and arranging In-house or Out-house training programs relating to technical or personality development skills.
· Arranged accommodation and travel facilities for employees coming from different parts of the country for attending programs.
· Served as Payroll & Statutory In-charge of branches across North India comprising of 450 employees.

· Responsible for drafting letters of offer, appointment, transfer, re-designation, promotion and experience and relieving certificates.
· Administered monthly functional wise disbursement of incentives as per incentive policy.

· Carried out activities pertaining to statutory registrations, renewals, payments and reports under various labour acts across India related to commercial establishments, profession tax, PF, ESI, gratuity, labour welfare fund.
· Involved in answering audit queries relating to Salary payables, Personal loans, Loss recoveries, etc.
· Handled monthly salary processing for Regular and Exit employees, preparation of bank statements, etc. 

EDUCATION
· Bachelors in Social Works from Indira Gandhi National Open University, New Delhi, India in 2009.
IT Skills: Well versed with Windows, MS Word & Excel, RAMCO HRMS, Lotus Notes and Internet Applications.

PERSONAL DETAILS 
Date of Birth:


3rd February 1985
Linguistics Abilities:

English, Hindi, Malayalam and Gujarati
Address:


H6, China, International City, Dubai, UAE.
Visa Status:


Tourist Visa 
