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Recent Photograph Date 9///2 /2_0/4 CV No /O 70 ?é

Profession/ Specialty | HR MANAGER [ HR OFFILER. OR ASHISTANT RR MONAGER
Industry / Projects AN \M.olu& 4“1"1

Nationality 1Nblhy\] Place of Birth / City of Origin | PANATL | GOA, TNDIA
Gender o Male xzFemale Marital Status \=Single o Married o Separated
Religion HIND UV Birth date  DD-MON-YEAR) 0F —10—-\qQd+
Languages Mother Tongue WONKAMT| OtherLanguages ENGLISH, RINDT MARATHL
Qualification 2Sa - (CREMSTRY )4+ PADCA + PRESENTLT RERSLING BA —WR

Gulf Experience - Years __— _ Months | Total Experience 10 vears 3_ Months
Guif Driving License o Yes wo Do you have own car? e¥es c© No

Visa Validity Date DD M |\ ¥ 204 | VisaStatus & ¥isit o Employment o Student o Dependent
Employment Status wﬁ{nployed back in Home Country o Employed in Gulf o Job Less-Unemployed
Last Salary Drawn TraRucy BEZO00+ 00| Last Salary Verified = Offer Letter o Contract
Expected Salary AHEDy |‘E§§OO®‘TO o Salary Increment Letter o Pay Slip o Statement

How much notice period you will need to join new position? = Can Join Immediate o 1 Week s+ Month o

Do you have any kind of health condition which can hamper you to perform your duties?g-Fit to work © Yes

Do you have any kind of outstanding loans / finance / credit card facilities to repay? @/TGE Yes,

Do you have any kind of civil or criminal cases pending against you in any courts?, o0 o Yes

What is the reason for your Job Search? FAMILY RESPONSIBILIT] R BeTTeR CAREER PROSPedTS

How many jobs you have applied so far? M ORE THAN 200 How many interview calls you have received so far? 4. »0O-

What is your talent? Describe in detail. T bbearr a unigue blend D tenacthy, lecdercahip SKI lls I3

oiherc mok va.«\g cj(x:»u'hu % infeccd\— (‘L\'\\/d W dbhe )nc\‘\)\ducdS
levels 1»,@,5 i wtadhion & e eﬁtﬁmr«hvﬂ u:o(CKUQ
o (ﬁg 0
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apbrcpr\cd’e Hmed. S| Shong m‘re;zput,sonai ks » mo\ N o e,nc&,
PCL Cf*”tf!cate Gulf E xpervpnre =) H:gh Academic Scores - Mark Sheet l\ Wnrde 2+ yrs with Pmpioyer
Fitness Certificate Gulf / Intl Driving License Post Graduate & Above Education / Promoted in Previous Job
IT Literacy , Arabic Proficiency On Job Training Certificates ’ Awards or Appreciation /
IELTS Proficiency Experience Verified /
Bonus Score / + Gulf Score 0 + Education Score 3 + Experience Score 3
Based on documents verified by our HR Assistants the candidate has achieved total score points of | = Total Score ?

To Interview this candidate please contact Gulfjobseeker.com Office Phone No 04-3970978
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PERSONAL INFORMATION :

Date of Birth 


: 
7th October 1977

Nationality


:
Indian

Languages Known

: 
English, Hindi, Konkani & Marathi (Speak, 

Read & Write)

Hobbies 


:
Reading & Music
OBJECTIVE :

With adequate Qualification & Experience in the Uprising  Field of HR & IR,  I intend to build my working with a professionally managed growth oriented organization in a more challenging and rewarding capacity.

PERSONAL STRENGTH:

I bear a unique blend of tenacity, leadership skill and other motivating qualities and interact effectively with the individuals of all levels. I have earned reputation as a valuable supportive co-worker by being fair, honest and willing to help others when needed, efficiently resolving conflicts at appropriate times and assisting workmates to become familiar with daily operations.

I firmly believe that my strong interpersonal skills and industry experience together with commitment, sincerity, flexibility, focused approach and the capacity for hard work are key attributes to offer.   

ACADEMIC QUALIFICATION :

· Graduate in Science majoring in Chemistry passed out with First Class in April 1999 from Goa University, India. 
· Post Graduate Diploma in Computer Applications from National Softcorp Information Technology (NSIT) in August 2000, Panaji, Goa, India.

· English Typewriting Orientation as a support for Computer application in August 1997.
· Persuing MBA in HR through IIMS Correspondence College, Ponda, Goa in June 2013. 

KNOWLEDGE / SKILLS :
· Thorough knowledge of modern HR tools & techniques.

· Excellent  interpersonal, managerial, analytical and communication skills.

· Always keep positive approach.

· Excellent people management skills and can easily communicate with all levels.
· High degree of computer literacy.
· Quick learner & can handle work independently.

· Knowledge on the statutory & labour laws related to HR.

WORK EXPERIENCE : 
1. Presently working for Reputed Firm., as “HR Officer” 

   from 02nd July 2012 till date.
Job Profile : 

· Administer compensation, benefits and performance management systems, and safety and recreation programs.
· Compensation & benefits to the employees

· Retrenchment of the employees.
· Employee retention & strategic planning and development.

· Operations & Payroll processing on monthly basis.

· Identify staff vacancies and recruit, interview and select applicants.
· Allocate human resources, ensuring appropriate matches between personnel.

· Provide current and prospective employees with information about policies, job duties, working conditions, wages, opportunities for promotion and employee benefits.
· Perform difficult staffing duties, including dealing with understaffing, refereeing disputes, firing employees, and administering disciplinary procedures.

· Advise managers on organizational policy matters such as equal employment opportunity and sexual harassment, and recommend needed changes.
· Analyze and modify compensation and benefits policies to establish competitive programs and ensure compliance with legal requirements.
· Plan and conduct new employee orientation to foster positive attitude toward organizational objectives.
· Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems.
· Plan, direct, supervise, and coordinate work activities of subordinates and staff relating to employment, compensation, labor relations, and employee relations.
· Analyze training needs to design employee development, language training and health and safety programs.
· Maintain records and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals, and absenteeism rates.
· Analyze statistical data and reports to identify and determine causes of personnel problems and develop recommendations for improvement of organization's personnel policies and practices.
· Plan, organize, direct, control or coordinate the personnel, training, or labor relations activities of an organization.
· Conduct exit interviews to identify reasons for employee termination.
· Investigate and report on industrial accidents for insurance carriers.
· Represent organization at personnel-related hearings and investigations.
· Negotiate bargaining agreements and help interpret labor contracts.
· Prepare personnel forecast to project employment needs.
· Prepare and follow budgets for personnel operations.
· Develop, administer and evaluate applicant tests.
· Oversee the evaluation, classification and rating of occupations and job positions.
· Study legislation, arbitration decisions, and collective bargaining contracts to assess industry trends.
· Develop and/or administer special projects in areas such as pay equity, savings bond programs, day-care, and employee awards.
· Provide terminated employees with outplacement or relocation assistance.
· Contract with vendors to provide employee services, such as food service, transportation, or relocation service.
2. Reputed Firm, as “Asst. Manager HR & Personnel” from 01st November 2010 to 30th June 2012.
Job Profile : 
To align & drive the Human resources function along with the business objectives / goals and provide a competitive & sustainable HR framework for the unit. To develop people capabilities in the unit by selecting, retaining, & compensating the best talent in the unit. To build a learning organization culture & to foster a healthy climate for career enhancements & employee aspirations in the unit.
Managerial:
· Develop & integrate unit HR strategies within the framework of Corporate HR strategies.
· Support departments in developing leadership capabilities within the Model framework.
· Act as change catalyst in the cultural transformation of the unit.
· Create a proactive, fair & firm Industrial relations culture.
· Implement and sustain the Company code of conduct & Value systems.
· Monitor HR scorecard in order to align & assess the HR deliverables in relation to the business objectives.
· Provide inputs to Corp HR for developing State of the Art HR systems & practices to build organizational mindset, capability, & competitive advantage.
· Identify & develop key communities & plan their support.
Drive internal communication channels.
· Maintain excellent liaison & relationship with local government bodies, union leadership & industry associations.
· Reinforce learning & development initiatives in the unit through supporting individual & team development, career development, training, & experience based learning.

Operational:  
· Interact with the GM & HODs on a daily basis in areas of manpower planning, people development, industrial relations, & provide appropriate support to the Operational departments.
· Implement Employee Satisfaction surveys & ensure the results are communicated & follow up on the action plans.
· Implement the Performance management system & align to the Balance Scorecard.
· Rationalize manpower utilization & carryout appropriate rightsizing activities.
· Implement appropriate Reward & Recognition program for employees linked to Customer delight.
· Ensure compliance of all statutory & non statutory HR aspects for fulfillment of corporate governance. 
3. Orchid Healthcare as “Centre Manager” from 1st December 2008 till 31st October 2010.
Job Profile : Centre  Manager
· Completely responsible for the administrative functions of the centre.

· Develop & integrate unit HR strategies within the framework of Corporate HR strategies.
· To delegate work appropriately to all other departments, functioning in the centre & obtain a daily feedback from all other Managers/Staff.

· To ensure that the centre functions within the parameters of Company’s policies as may in force for the time being and the ones that may be formulated from time to time.

· Coordinating with inter departments for suitable placements

· To monitor all the staff training periodically & send the staff for training to the Institute to develop relevant knowledge and skills. Also, Interview prospective employees.
· Maintaining Employee records & evaluation of Appraisal.
· Discussions with Director for Budget & Sales/Marketing planning. Also in areas of manpower planning, people development, industrial relations & provide appropriate support to the Operational departments.
· Maintenance & control of adequate office discipline, cleanliness, Professional ethics, healthy working atmosphere & preserve the company vision & mission.
· Implement Employee satisfaction surveys & ensure the results are communicated & followup on the action plans.

· Ensure the departments operational budget is in line & that all costs are strictly controlled.
· Generating MIS reports & tracking revenue, profit & loss.

· Ensure facilities are operating efficiently to achieve the highest possible revenue and profit.

· Conduct daily briefings and monthly operational meetings for entire team.

· Monthly goal setting & actively creating a plan based on the monthly goals  and sharing the results/feedback with the staff on a weekly basis.
4. Reputed Firm, “Manager HR & IT” from    

      24th October 2004 till 30th November 2008.

Job Profile : HR

· Coordinating with inter departments for suitable placements

· Interview with prospective employees

· Maintaining Employee records & evaluation of Appraisal

· Monitoring Group Mediclaim & Social Scheme.

· Discussions with CEO/Directors for Budget planning

· Maintenance & control of adequate office discipline.

Job Profile : IT

· Discussions with Software & Hardware Service Providers for installation of Healthcare Package 

· Coordinating with Computer Service Provider for compatible Hardware 

· Coordinating with Software Service Provider for installation, training & Implementation. 

· Provide support service to users.

· Discussions with CEO/Directors for upgradation of Modules.

DECLARATION:

I hereby declare that the information given above is true to the best of my knowledge. Given an opportunity to work, I assure the Authority that I shall discharge my duties and responsibilities with best of my ability and integrity. 

