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With strong interpersonal, organizational skills and keen ability to, multitasks, a variety of challenges and responsibilities. Also to work well on own initiative and can demonstrate the high levels of motivation required to meet the deadlines. Seeking a great leadership role and challenging career opportunity in an international organization with a brand name, that offers succession, career development and effective role related to my previous experiences. Whereby I can build on, and contribute my interpersonal skills and professional background.
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NAME IN FULL                           

: Tony 
DATE OF BIRTH



: 17th April 1986
NATIONALITY



: Indian
 VISA TYPE



: Residence Visa
ACADEMIC CREDENTIALS                             : Certified Human Resource Professional by Knowledge and Human
                                                                              Development Authority, Dubai. 

: MBA Specialized in Human Resources.
: Diploma in International Hospitality Management by AH & LA,USA
WORK EXPERIENCE
· Presently working as a Human Resources Coordinator, Jumeirah Dubai.
· Initiates   and   processes   employment   requisitions;   develops   and   edits   departmental   job descriptions, vacancy announcements, and position advertisements in consultation with Human Resources Manager.
· To liaise with the Human Resources Manager & Recruitment Agents effectively.
· To maintain an up to date CV’s Database, for future facilitation of recruitment needs.
· To maintain and update the Careers Website / Screening CV’s.
· To assist in recruitment process. (Interview & Selection Skills).

· Establishes and maintains effective employee relations.
· To participate in the preparation of Human Resources budget.

· Conducts Induction / Orientation program for all newly joined employees, as per the hotel standards.
· Receive  staff  complaints,  suggestions  and  queries  and  make  sure  they  have  been  handled properly.
· Exit Interviews.
· Maintains an up to date computerized database of all employees.
· Assists in the preparation of monthly Human Resources report.

· Develops and maintains confidential departmental staff and associated files, documents, and/or databases.
· Prepares and sends offer letters, as per requirement liaising with the candidates or various approved agencies.
· Coordinating visa processing with the Government Relations Officer
· Responsible for verification on leave application regarding visa, work permit, passport validity and its process.
· Prepares the department’s monthly attendance sheet

· Monitor and track probation reviews of employees.
· Oversees the preparation travel L.P.O’s, purchase requisitions, small purchase orders, and checkrequests; expense reports and invoices.

· Arrange Accommodation and transportation for new joiners, along with Welcome pack.
· Maintains an up to date computerized database of all employees.

· Coordinates with all Departments with regard to Human Resources related activities.
· Member of the Staff Welfare Committee.
· Assists Staff Welfare Committee in planning, organizing and implementing staff sports, social and welfare activities.

· Maintains files and other information under strict confidentiality to monitor staff performance appraisal completions as per company policy.
· Encourages  a  good  standard  of  employee  conduct  and  behavior  and  coordinates  disciplinary procedure when necessary.
· Coordinates controls and inspects staff accommodation and ensures it is of the highest possible standard of cleanliness and comfort.
· Processing vacations forms with coordination with the travel agent for the ticketing.

· Worked as a Human Resource Assistant at The Fortune Select Cosmos, India (From August 2011, to December 2012) a group of ITC Luxury Hotels & Resorts.
· Responsible for Recruitment and Selection process.
· Recruitment co-ordination, reference checks, joining formalities that include preparing offer letter, appointment letter, opening Bank account, follow up and co-ordinating pre-employment medical check up.

· Responsible for Induction and Orientation of new joiners.
· Responsible for coordinating & organizing culture/sports activities.
· Responsible for taking various training classes & conducting official communication forums.
· Responsible for all the monthly, quarterly reports and updating of HR-MIS data on monthly basis and sending it to Corporate Office.

· Responsible for handling Payroll individually.
· Responsible for handling all the statutory compliances.
· Handling of all the administration part which includes records updating, file maintaining, reference check audits and dealing with contractors.
· Worked as a Human Resource Officer at BVPL, India (From April 2011 to August 2011) a leading property and construction company.
· Recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, short listing, interviewing and selecting candidates.
· Developing and implementing policies on issues such as working conditions, performance management, equal opportunities, disciplinary procedures and absence management. 

· Advising on pay and other remuneration issues, including promotion and benefits.

· Undertaking regular salary reviews.

· Administering payroll and maintaining employee records.

· Dealing with grievances and implementing disciplinary procedures. 

· Developing with line managers HR planning strategies which consider immediate and long-term staff requirements.

· Planning and sometimes delivering, training, including inductions for new staff. 

· Analysing training needs in conjunction with departmental managers.
                                 PROJECT’S UNDERTAKEN

Title

:
“COMPENSATION MANAGEMENT”



Organisation
:
TAJ Hotels  

Duration
:
12 weeks.

Research
:
“ATTRITION MANAGEMENT with Special Reference to TAJ Hotel.

Organisation
:
TAJ Hotels.

Duration
:
One Year (Off Research)

                    ACHIEVEMENTS
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    Achieved Heart of the House Award – April 2012.
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    Part of the Hotel Volley ball team (Fortune)
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    Completed Fire Safety Training.
                           COMPUTER PROFICIENCY
· Proficient and efficient knowledge of  MS Office & Outlook, 
·  Oasis and FMC.
· IDS & AXS
· Internet Applications, Operating System: Windows & I Mac. 
· Basics of HR Smart. 
I do hereby certify that all above particulars furnished by me are true and accurate to the best of my knowledge.
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