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Experience Summary





MBA Professional with around Ten years of experience in handling HR Generalist & Administration role with focus on Talent Acquisition, Learning and Development initiatives, Performance Management System, Retention Strategies, Benefits & Compensation, Rewards & Recognition, HR Policies Implementation, Statutory Compliance and Administrative routines. Have a career distinguished by performance and proven results in Retail, Manufacturing, Telecom, Transportation, Food Group, Freight & Logistics and etc.





Skills Summary





Good Team-handling skills


Well versed with Microsoft's Office Suite (MS Excel, MS Word and PowerPoint) and Internet Applications.


Ability to prepare and present reports or any document without flaw


Ability to work with people at all levels


Exemplary planning, organization and documentation skills


Plan and conduct engagements in an efficient and effective manner





Professional outlook





Experienced in acquiring talent through various sources like consultants, campus recruitment, employee referral and walk-ins.


Induction & Orientation for new recruits.


Coordinating with various departments for conducting training programs.


Deployed SAP HR module for administrative routines.


Personnel record maintenance of employees.


Ensuring timely appraisal of employees. 


Wage & Salary Administration, preparation of attendance, salary and other relevant reports.


Liaison with various statutory government Authorities like Department of Labour, Employees State


Insurance, Employees Provident Fund and any other departments. 


Preparation and filing of periodic (monthly, quarterly, half-yearly & annual) Returns to various statutory authorities and renewal of licenses.


Coordinating for Inspections under ESI, PF, Labour and any other departments.


Initiating and supporting business changes through business partnership and flexible HR solutions by advising line managers, supervisors and staff on HR and employee relations matters, advising on Resourcing, talent management, staff Development, motivation & reward.


Handling grievance of employees.


Employee retention.


Conducting exit interview for employees.





Career Highlights





     	         Mar’14 To Till Date with Arabia Holdings Ltd. (Diversified Sector) Dubai, UAE		                                         


		         As Personnel Affairs Supervisor – Human Resources Development				   


Adhere to the recruitment procedures & policy from the stage of receiving the approved job requisitions by publishing advertisements and other source, the search for the right candidate matching the job description and conduct the interview with the respective divisional heads for all five emirates.  


Supervise and ensure the timely preparation of letter of appointment, Job offer & contract for new hires


Build candidate pipelines for current & future staffing needs.


Administrative activities like pick up from airport & stay arrangements for the new joiners.


Coordinated for Learning & Development initiatives with various departments. 


Ensuring Performance Management in accordance to the schedule. 


Ensure the probation panel is conducted before the schedule to ensure all the staff receives the confirmation or extension letters on time.


Ensure HR policies and procedures are in compliance.


Initiating, Supporting & ensuring the implementation of business changes through business partnership and flexible HR solutions by advising line managers, supervisors and staff on HR and employee relations matters, advising on Resourcing, talent management, staff Development, motivation & reward.


Provide the feedback for the management with appropriate solution of employee relation issues.


Knowledge of UAE Labour Laws, responsible for all employment visa processing. 




















      	   Dec’10 To Aug’12 with Fibcom India Ltd. (Telecom sector) Bangalore, India		                                         


		         As Assistant Manager – Human Resources & Administration 						     


Coordinate with internal stakeholders and interview the Diploma and Engineering candidates along with the respective department mangers for Bangalore R&D Centre.


Coordinated for Learning & Development initiatives with various departments. 


Ensuring Performance Management in accordance to the schedule. 


Monitoring of Statutory Compliance for the Bangalore R&D Centre.


Administrative activities like installation of attendance machine, office stationeries and stay arrangements for the guest, facility maintenance.


Manage Inward & Outward supply of materials to corporate office.


Coordinate with Corporate IT Team for the Regional Office (Bangalore) in IT related matters.





	        Aug’07 To Aug’10 with SFO Technologies Pvt. Ltd.,(a NeST Group Of Company)	        					(Manufacturing Sector) Bangalore, India					


			             As Senior Executive – Human Resources				  	





 Coordinate with internal stakeholders and interview the ITI, Diploma and Engineering candidates along with the respective department mangers for Mechanical & Plastic Division, Electronics Division and Chemical Division in Bangalore.


 Processing of Wages and Salaries for all staff on time for all the divisions of Bangalore. 


 Coordinated & Organised external trainers for Learning & Development initiatives at all levels.


 Ensuring Performance Management in accordance to the schedule.


 Organised Communication Meetings as per the schedule.


 Complying of Statutory Compliance for various units like Mechanical & Plastic Division, Electronic Division and Chemical Division in Bangalore. 





	        Jul’05 To Mar’07 with Pantaloon Retail (I) Ltd.,(Now known as Future Group)		        			        		(Retail Sector) Bangalore, India						


			          	            As Executive – Human Resources					  		


Responsible for Talent Acquisition, Learning & Development initiatives, motivating & retaining staff, Complying of Statutory Compliance, Actively participated in implementing SAP HR module and Staff Counselling for Pantaloon & Food Bazaar outlets in Bangalore.





	       May’04 To May’05 with Todayz Digital Nerves (P) Ltd. (Information Technology 						& Services) Bangalore, India							


			         As Assistant – Human Resources					  	





Responsible for Human Resources Planning, Organising Walk-in sessions, screening resumes, participated in interview process, Maintained employee database, played a key role in designing of dynamic pages of job portals and streamlined Pay-roll. 





Education





MBA-Human Resources from Bharathidasan University, Tiruchirapalli in 2004.


BSC. (Computer Science) from Bharathidasan University, Tiruchirapalli in 2002.
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