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	ABDUL 

e-mail:  abdul.15634@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
	


Professional member of SHRM (Society of Human resource management), USA.

OBJECTIVE:

Aspiring to join in a progressive and growth oriented organization in a challenging & senior position where my acquired skills, potentials and expertise in the HR Functional areas can be utilized to the maximum and advanced.
SUMMARY OF  EXPERIENCE & SKILLS:

Total work experience  16 years  with SAP HR exposure
	Group HR & Contract Manager
	10 years

	HRIS specialist
	< 1 year

	Contract Manager
	1 year

	Resource development manager
	1 year

	Recruiter
	6 months

	Programmer Analyst
	12 months


Human Resource  & contract  management skills

· Posses the ability to structure and handle Organizational Management and implementing processes that facilitate productive, cost effective and timely staffing. 

· Ability to facilitate the entire recruitment process to ensure the timely processing of applicants and developing of competitive compensation packages.
· Ability to communicate to management on various HR policies and procedures. 
·  Contract management

· Negotiations with Client and contractors
· Elaboration of Contract and Sub-Contracts

· Management of Contract and Sub-contract.

· Computation, Negotiation of Variations and Claims.

Corporate management Skill

· Negotiation - Capacity of persuasion coupled with patience and capable of negotiating to convince and induce downs the opposite side in to our terms in smooth and agreeing manner. 

· Decision Making - Posses the capacity of analyzing the situations and reasoning objectively by taking appropriate decisions and acting upon them to get the desired results
· Leadership  - Ability to influence within a complex environment. Strong written, verbal, analytical, technical, and interpersonal skills. Pay attention to detail and ability to make sound business decisions. Strong planning and organizational skills and maintain the ability to effectively handle multiple situations, manage priorities and work with only minimal supervision and direction.

ORGANIZATIONAL EXPERIENCE :

 (1)
Company 


Construction & Contracting Co., Saudi Arabia

Duration 


Jan 1999 to Mar. 2005 and December 2005 to Present


Position 


Group HR & Contract Manager 
This Construction & Contracting Co. (A joint venture of Saudi & Italian companies) is a contracting & construction company which offers, construction, staffing services, turnkey projects, industrial maintenance in Instrumentation, Electrical, Mechanical, Civil areas. The Clients are mainly Saudi Basic Industries Corporation (SABIC), Saudi Arabian Oil Company (ARAMCO), Saudi Electricity Company, Other Multi national companies throughout the kingdom and Qatar.

The Group has different activities such as supermarkets, Industrial trading, Industrial & domestic cargo, Information technology, logistics, consultancy services in different names.
Key Responsibilities Include:

Human resources management 
· Accomplishment of the organizations strategic objectives by planning, organizing, and evaluating the human resource function.

· Employing of qualified staffs by developing and managing recruitment, orientation, and staffing program.

· Maintaining of equitable compensation by designing and administering pay, benefits, incentive, and bonus programs.

· Keeping of employees well informed by preparing and disseminating communications, responding to and analyzing requests. 

· Maintaining & validating the company’s compensation plans with industry practices
· Enhancing of organizational effectiveness by identifying and analyzing current circumstances, providing training programs, developing and maintaining succession plans, recommending new organization structures.

· Improving employee satisfaction by identifying and responding to concerns, developing morale-building programs.

· Achieving financial objectives by forecasting requirements, preparing a budget, managing expenditures.

· Protecting employees and organization assets by establishing and enforcing safety practices, providing safety communication and training.

· Improving human resource staff effectiveness by coaching, counseling, and disciplining employees, planning, monitoring, and appraising their job results.

· Ensure Top Management visibility to various levels of employees in the organization
· Lay down guidelines for Employee Development, Career Growth & Succession planning
· Define jobs by developing a job description format, writing job descriptions, job qualifications, and job-evaluation documentation.

· Conducting an effective Performance Appraisal System
· Establish external equity by defining the labor market, identifying benchmark jobs, selecting competitor organizations, conducting pay surveys, analyzing pay and related data.

· Maintain total compensation by studying proportion of pay, benefits, incentives, and intangibles, recommending program adjustments.

· Comply with legal requirements by studying existing and new employment legislation, enforcing adherence to requirements, advising management on needed actions.

· Enforce merit-raise and incentive guidelines by comparing recommended pay raises and incentives with budget, notifying supervisors of variances.

· Complete operational requirements by scheduling and assigning employees, following up on work results.

· Maintain professional and technical knowledge by attending educational workshops, reviewing professional publications, establishing personal networks, participating in professional societies.

· Identify and resolve quality issues by facilitating discussions to identify problems, examine alternative solutions, and develop action plans.

· Recommend quality policies by studying current projects, evaluating outcomes of past projects, identifying issues, developing goals, advising management.

· Workforce Planning: International & Regional Recruitment, In-house Research, Performance/Behavioral Interviews, evaluated sourcing, hiring, orientation, succession planning, retention, exit programs that ensured achievement of business goals within corporate standards

Contract Management
· Managing all commercial and contractual activities and project activities at site in co-ordination with the Consultant and Main Contractor.
· Coordinate with the Client and Contractors with respect to engineering, Procurement, Contracts, Cost Control & Finance.
· Administrating Contracts, Interim Payment Certificates, Claims & Change Orders, Negotiation and Correspondence, Disputes Settlement, Managing Subcontractor.
· Monitoring and Controlling Procurement and Cost Control of the Project.
· Analyze contracts contents, clauses and definition of contractual matters and communicate with clients for explanation.
· Provide all information relating to the contract/ project to the senior management in the event of technical-administrative or arbitration disputes.
· Coordinating with key stake holders and participating in the development and fulfillment of contract requirements in accordance with corporate policies.
· Evaluation of claims/request for contract variations and maintain follow up until close-out of contract file.

· Preparation of tender specifications, terms & conditions etc.
· Ensure activities are carried in accordance with the company HSE & Quality policies and procedures
(2)
Company 


Reliable Associates, New Jersey, USA

Duration 


April 2005 to December 2005  


Position 


HRIS Specialist  

Responsibilities:   

· Acting as a systems consultant to the SAP HR functional Module
· Create and provide both formal and informal training to HR end users
· Provide support for the SAP FI and CO application modules training
· Implement effective recruiting strategies for the staffing needs of the organization, Human Resources activities as needed for special projects.
· Creating, managing, storing and retrieving of HR documents through specialized system
· Responsible for communicating feedback regarding internal and external customer satisfaction plus overall adequacy of staffing needs and HR processes

· Screens applicants to obtain work history, education, training, job skills, and salary requirements for follow up interview. 

(3)
Company 



Construction & Contracting Co., Saudi Arabia

Duration 



Jan 1998 to Dec 1998


Position 



Contract Manager

Key Responsibilities

· Study, Analyze, Design and prepare bid for medium and large projects

· Budgeting, planning, scheduling, mobilizing and controlling of manpower, material and equipments

· Prepare different types of charts depicting each department’s responsibility to execute the projects effectively and economically

· Drafts standard terms and conditions of the Contracts according to size & type of contracts.

· Selection of Contractors at pre-qualification and bidding stages.

· Negotiates large complex Contracts with bidders. Analysis bids and prepares recommendations for selection of Contractors for specific jobs.

· Analysis and evaluates problems/issues of moderate and complex nature,

· Solves contractual problems with clients & Contractors.  Handles unforeseen problems on time effectively and economically.

· Drafts/develops policies and procedures as per work requirements. Interprets policies and procedures.   

· Protect and defend the company in legal authorities.   Counseling on interpretation and application of contractual provision to assist company administration for legal binding contract particularly Memorandum of Understanding, Marketing and Purchase Agreement etc.

(3)
Company 



Construction & Contracting Co., Saudi Arabia

Duration 



December 1996 to Dec. 1997


Position 



Resource Development Manager 

 Responsibilities:   

Construct Resource-building strategies and share the same with manager & executives to enhance productivity of the total work force by applying knowledge management and MIS techniques. As a resource manager, it was my responsibility to increase the resource volume and reduce expense of manpower through proper planning & scheduling.

(4)
Company 



CBM International, India

 Duration 



April 1996 to December 1996


 Position 



Recruitment Administrator 

CBM International is an export house for overseas manpower, leather finished goods, food items, flowers etc. to USA, Europe, Australia & Middle East.

Responsibilities:
· Handling of office as well as staff administration of Head office. 

· Assisting in recruitment for overseas manpower recruitment section. 

· Correspondences for the Export / Import section.  

· In charge of EDP section and was a key member of IT department.

(5)
Company 



Incorporated Information Techs., India

Duration



June 1995 to April 1996


Position 



System Analyst /programmer

Incorporated Information Technologies is a complete IT solution provider and offers custom based software development, Networking, Database administration, Wireless communication etc.

Started as programmer and promoted to the position of system analyst after one year.

Responsibilities:

· The job consists of complete SDLC including design, documentation, coding, code verification, unit testing, integrated testing, deployment and pre-deployment / post-deployment support; ensuring the client objectives is met.

· Assist client (on-site/off-site) with setup, installation, user training or any other technical assistance that may be required.

· Collaborate on innovative use of interactive technologies that meet both the client and user's needs.
Completed the following projects during my tenure with the company.

1. Project Name:
Banking Transaction System (BTS) for Federal Bank Ltd.  Bombay.
The system covers most of the banking functions such as Savings & Current account, Term deposits, Cash credit  & over drafts,daily Transaction . This system has coded using COBOL
2. Project name:
Inventory Management System for HYDAC HYVAC Pvt. Ltd .  Bombay.
The Application Covers most of the functions such as Warehouse Management, , order processing  invoicing, receipts, issues, purchase returns, maintenance and query and  reports.  Developed in Visual FoxPro .

3. Project name:
Integrated manpower Information system for Mahindra  Ltd., Bombay.
This system designed and developed for the personal department and covers all functions performed in a personal dept. such as recruitment, administration HRD routine, leave, training, payroll and reports.   

Training / Seminar Attended:

· Attended training for Novell NetWare & windows server conducted by TATA UNYSIS ,Bombay.   

· Human resource development & management (SHRM, USA) 

· Employee & Industrial Relations (Morgan International)
ACADEMIC & PROFESSIONAL QUALIFICATION:

	Degree/Diploma
	University/ Institution
	Major subject(s)
	Year

	SAP 
	Microsystems, India
	SAP HR module
	2005

	MBA
	Rochville University, USA
	Human resource Management
	2004

	Certificate in e-commerce
	SSI , Madras India
	E-com , web developing
	2000

	HDCS (Software engg.)
	Aptech, Bombay,India
	Software Engineering
	1996

	MSc (Computer Science)
	Bombay university, India
	Computer Science 
	1995

	Commercial certificate
	Govt. of Maharashtra
	Commerce & typing
	1995

	Bsc (Bachelor of Science)
	Calicut University, India
	Physics & Mathematics
	1993


Computer Skills:

	Operating systems
	Dos, windows 9x, 2000 server, XP, Unix & Linux

	GUI
	VB, Power builder, Visual interdev etc.

	Database
	MS SQL, Foxpro, Watcom, Access, Oracle

	 Office Packages
	MS office, Project, primavera, e-mail tools, etc

	Hardware & Internet
	Assembling & trouble shooting all ranges of PC, Good skill in configuring TCP/IP/ dial-up, client/server tehs.

	Software development
	SSAD, OOAD, OOPS, Database design, ERD, coding, testing, documenting, training, MIS, backup& recovery

	ERP
	SAP R/3 HR configuration & ABAP programming 


Personal  Data:

Age



 40 years

Driving License

 
USA, Saudi & International Driving License

Countries worked/ visited:
SAUDI, USA, UK, PARIS, UAE, BAHRAIN, QATAR,

PHILIPPINES, HONGKONG, SRILANKA ETC
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