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	          Executive Summary
	

	A qualified HR professional with practical 19 years diversified industry work experience and well demonstrated competencies in Human Resource Management including Training &  Development, Recruitment & Selection, Manpower Planning, Compensation, Performance Management, Policy, Personnel Management and other HR related functions. Adept in devising and implementing sound HR strategies whilst improving internal processes and procedures. Possess friendly, presentable personality with good communication, inter personal and analytical skills. Proficient in the use of latest computer applications and internet research and common database applications. Seeks a challenging role to utilize acquired expertise and market know-how
Strengths

· 19 years of progressive work experience with diversified industry work exposure
· Training & Development of all level jobs in oil field & more in diversified Industries
· Talent Search-Recruitment-Selection expertise at all levels in different Industries
· Extensive Knowledge of Training techniques & end-to-end Development process

· HRMS-Candidate Database Management skills & Head hunting knowledge
· Strong command over administrative related tasks & proven track records
· Works well with people from diverse backgrounds; excellent client relation building skills
· Proficient in multitasking, working under pressure, facing challenging atmosphere
· Combining HR knowledge with good commercial acumen 
· Advanced level of computer literacy



	
	                Qualifications
	

	

	Master of Business Administration – Human Resources 
	2008

	Manonmanium Sundernar University, Tirunelvely, India


	

	Bachelor of Business Administration
	1997

	Madurai Kamaraj University, Madurai, India 


	

	Diploma in Personnel Management & Industrial Relationship
	1992

	Institute of Law & Management, Coimbatore, India


	


	
	              Accomplishments
	

	· Achieved Superior performance award for  Recruitment, Training & Development 
from current Employer

· Accomplished in recruiting talents for all levels of staffing for various industry verticals
· Implemented monthly recruitment progress reports to measure recruitment efforts using HR Metrics 
in the Company

· Achieved consistent career growth based on outstanding performance exhibited in job profile
· Honored with Administration Service Excellence, from the past Employers.

· Been a member of the HR Consultant organizing committee for various international conference 
· Got well appreciation from Clients for all business development activities in HR Industries  



	
	                 Career History
	


	Training & Career Development & Recruitment Manager (HR)
	Nov 2009 – Till date

	Bunduq Oil Co. Ltd & Alchemy HR Consultancy, Abu Dhabi, UAE


	

	HR Manager (Admin & HR)
	Apr  2003 – Jun 2009

	Five Star Catering & ENKE –Mumbai & Nagercoil, India


	

	Team Leader (HR Consulting)
	Jun 2000 – Feb 2003

	Asap Info systems & Supreme Systems, Chennai, India

	

	Assistant Manager 
	Apr 1998 – Jan 2000

	Marjan Plaza, Abu Dhabi, UAE
Admin Assistant 
Karnataka Electro Controls, Bangalore, India                                                               
	May 1993 – Mar 1998

	
	

	
	

	
	                 Areas of Expertise
	

	Recruitment-Search-Selection & Training
· Extensive knowledge of training techniques and end-to-end development process
· Proficient in identifying the recruitment needs of the company and establishing a means 
of appraising the human resource department effectiveness in meeting goals
· Expeditiously identify suitable candidates to fill various positions by developing a template of existing employees’ capabilities as well as with the new candidates
· Steer movements towards exploring and adapting suitable means of searching-attracting talent through job portals, advertisements, headhunters, educational institutions, organizations, professional forums, conferences, employee referrals and other means of personal networking
· Compile and maintain specific job description of all individuals on the base of previous work history, training, education and job skills


	Human Resource functions

· Function as a link between management and employees on human resource related matters
· Accountable for complete HR activities including sourcing, recruitment, selection, compensation/ benefits, employee relations, job evaluation, training-development, HR policies & procedures, payroll, designing/implementing HR strategies, monitoring absenteeism and leaves
· Handle questions, interpret, administer contracts and help resolve work-related problems
· Direct staffing duties including dealing with understaffing, resolving conflicts, dismissing employees and administering disciplinary procedures
· Work alongside team in handling employee welfare to ensure that employment practices and HR programs comply with company policies and local laws


	     Administration

· Manage and oversee the entire administrative operations of the organization including correspondence, office coordination, as well as government relations 

· Assist the HR department to ensure its smooth functioning in daily transactions
· Provide efficient support to the entire organization; liaise with internal departments to exchange information, coordinate activities, and promptly resolve issues and concern
· Skilled in liaising with travel agencies and booking for hotel accommodations

· Preserve proper records of employee file and company records, maintain their confidentiality


	
	                   Proven Job Role
	

	Training & Career Development Officer Bunduq Oil Co., Abu Dhabi – U.A.E

· Working alongside with HR Manager for developing Annual Training Plan & Carrier development

Programs for all employees
· Prepared Individual Development Program for all National Employees for Promotion & Appraisal 

· Facilitating and ensuring proper communication of training needs of each department in coordination with the concern heads
· Monitor and advice the Managers on the yearly training Budget

· Create a training analysis with a detailed plan, timescales, cost and resource requirements
· Contact with right training agencies & arrange the training schedule for exact time           

· Process evaluation forms and follow up on the employees to learn how effective the training was
· Preparing & placing company tenders for training in wide range of media i.e. newspapers, websites,

receiving & reviewing applications and interviewing - shortlisting the exact trainers

· Assist in training needs assessments and the development of training strategy
Business Manager Alchemy HR Consultancy Abu Dhabi, UAE
· Solely responsible for Recruitment in Middle East
· Headhunting
· Screening CVs, Short-listing CVs, Interviewing candidates for various positions related to Oil  & Gas, Construction & Engineering sector
· Coordination with client & candidates
· Heading various branches in Middle East & Coordination with branches and Associate offices located in different countries
· Business Development (Vendor Development)
· Excellent communication and negotiation skills, managing a range of recruitment activities to support effective staffing for the Construction, Contracting, Engineering and Oil & Gas clients
· Ability to screen resumes, conduct interviews, prepare job descriptions, advertise open positions on Company's website/other jobs websites and newspapers, prepare necessary documents / contracts, among others successful candidates
· Lead 3 team of consultants involved in Recruiting, staffing, Payroll, Retention, Appraisals, Employee relations, Training & Development - Strategize & execute recruitment processes to deliver within stipulated time
· Identifying quality candidates within the specified timeframe through different channels
· Screening and short-listing candidates, maintaining the database, interviewing the candidates / Scheduling and co-coordinating interviews with clients
· Following entire recruitment cycle
· Visit new and existing clients on a regular basis, Take face-to-face job descriptions of vacancies and promote all of the services at the Company offers
· Develop and execute initiatives and negotiations to maximize Clients and business development opportunities
· Develop and maintain relationships with key Clients, local business partners to ensure consistent growth in and any potential business opportunity
· Interviewing candidates through phone or face-to-face meeting; arranging 2nd round of interview for the successful candidates and informing unsuccessful candidates as well
· Discussing pay and salary rates with the candidate and suitably drafting appointment letters as well as employment contract
· Administering all formalities related to recruitment in liaison with the concerned parties. It involves obtaining management endorsement/approvals, medical check-ups, liaison with manpower supplier, arranging visa & accommodation, reimbursing expenses and related accountabilities


	HR Manager (HR & Admin) – Five star Group Co. – India

· Ensured  alignment, integration and adaptation of HR initiatives to enhance organization capability for meeting business objectives.
· Analyzed business requirements, provided inputs for developing functional strategy with respect to talent acquisition, development and retention.
· Worked closely with business leaders & functionally aligned HR business partners to conduct organizational assessments and work with leadership to drive culture development across organization.
· Provided tactical support to organization in selection, salary negotiation/ fixation for all departments as well as coached managers on best practices to reduce incidence of employee-related issues, handled separations and conducted exit interviews.
· Designed/implemented employee reward/recognition programs in conjugation with various departments head as well as monitored human resource related legal/ statutory compliance and ensured adherence.
· Maintained awareness, knowledge of latest HR development theory and provided suitable interpretation to directors, managers, and staffs within organization.
· Audited/authenticated documents related to legal, salary statements, distribution policies etc. as well as developed/maintained healthy relation with Govt. and Non Govt. organizations for better and fast functioning of organization.
· Planned for employee’s performance appraisal, developed tools for appraisal, job evaluation, and development as well as planned and directed training of employee including managers and maintained contact with outside resources for training.
· Contributed to evaluation/development of HR strategy and performance in co-operation with the executive team.
· Liaised with other functional / departmental head so as to understand all necessary aspects/needs of HR development, ensured they are fully informed of HR objectives, purpose and achievements as well as managed/controlled departmental expenditure within agreed budgets.
· Managed all the Manpower, Compensation & Benefits 

· Oversaw database of manpower including employee information records

· Involved in identifying the annual manpower budget through calculating cost of manpower and reports of vacant positions

· Generated periodic manpower reports for all divisions and departments

· Developed and consistently updated the Companies organization charts; prepared account creation and amendment forms based with the proved manpower and organization charts

· Participated in creating job descriptions, probation period memos and letters of confirmation

· Organized all documents related to employee such as hiring action forms, promotion letters, terminations and any other document relating to change in employee status. Maintained tracking system for such documentations

· Prepared the monthly HR payroll & related more activities

· Helped in annual performance appraisal exercise and report on faculty and staff evaluation

· Ensured proper upkeep of the Companies confidential files


	HR Head (HR Consulting Department) – ASAP, Chennai – India

· Supported the HR Manager in recruitment, mobilization and employee relations
· In charge for receiving, registering, sorting and maintaining applications for various positions
· Evaluated tying speed and computer skills of applicants for Manager’s review. Conducted test for candidates in Administration post
· Prepared and compiled all documents of potential candidates for further recruitment process
· Organized interview schedules for both local and overseas interview candidates; correspond with the candidates through phone or e-mail
· Arranged fight itineraries with Company travel desk and hotel bookings for interview
· Generated weekly reports of interview candidates and mobilized staff. Organized trainings, meetings, and functions for the newly mobilized faculty and staff
· Kept statistical data on training activities and addressed to requests about training programs
· Handled recruitment or renewal of contract for contracted personnel; coordinated timesheets and invoices in collaboration with recruitment agencies
· Experienced in employee relation activities such as preparing allowance memos, processing of travel requests and all other forms of correspondence 

· Liaised with Finance department for payment of salary and allowances
· Maintained database of employee personnel files including other records related to HR department 


	Administration Assistant (HR Department) – Karnataka Electro Controls, Bangalore –India

· Pioneered the effective creation and implementation of good fling system at HR Head’s office
· Segregated, compiled and maintained departmental information and monthly reports
· Organized tickets and hotel reservations for personnel and visitors for business purposes
· Handled various administration assignments as needed and directed
               Specialized In
· Experience in Organization Design and Development
· Implementation of HR Systems, Processes & Recruitment
· Training & Development, Performance Management
· Expertise in different Psychometric tests (both personality & Interests tests/Aptitude & Ability tests) 
for both Selection/Recruitment & Career progression Improvement
· Competency Framework Development & Assessment
· Talent Management, Employee Engagement
· Role Clarification & Position Evaluation & Rewards, etc. 



	
	             Courses & Trainings
	

	· Diploma in Computer Application from SSI, Chennai, India
· Advanced Human  Psychology ,from Psychic Study center, Alva, India
· CRM Computer Programming Course, from ASAP, Chennai, India
· Training needs analysis & Classification Techniques to evaluate training
· Career path planning & staff performance appraisal


	
	                      IT Skills
	

	· Working experience in HR Access with basic know how on HRMS (Oracle based) software

· Proficient in MS Office Suite (Word, Excel, Access & PowerPoint), windows based operating systems (Windows 2007/XP Professional), internet and e-mail applications

· CRM Packages ,Siebel, Broad Vision, SAP, Tally
· Photoshop & Visual Basic , Scripting Languages


	
	               Personal Details
	

	

	Nationality
	:
	Indian

	Date of Birth
	: 
	25  March 1974

	Marital Status
	:
	Married 

	Visa Status
	: 
	Residential Visa (Transferable)

	Languages
	:
	Fluent in English, intermediate Arabic, Hindi, Malayalam, Tamil, Kannada, Urdu

	Driving License
	:
	UAE, India, (Car Manuel)


