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	Qualified HR and Administration Management Professional offering 19 years of work experience within large size organizations. Possess expertise in whole gamut of HR functions including Recruitment, Employee Relations, Training-Development, Performance-Reward Management, Benefit & Compensation, Succession Planning, HR Practice, Policies Formulation, People Management, and General Administration. Have career track record in setting and achieving deliverables as well as milestones in corporate environment with passion in dealing with diverse people at a challenging work environment.  Holds excellent leadership, financial, analytical, problem solving, organization, coordination, monitoring, time management, communication and interpersonal skills. 



	 Strengths

	· Extensive experience in Gulf market
	· Expertise in HR & Administration Management

	· Organizational Development-Change Initiatives
	· HR Strategy Planning & Implementation

	· Total Quality & Employee Involvement Efforts
	· Facilities & Property Management competency

	· Job Analysis & Performance Evaluation
	· Well versed with Hays Methodologies
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	Master of Business Administration, Annamalai University, India
 
	In Progress

	Bachelor in Commerce, Bharathidasan University, India

	1993

	Certified Hogan Assessment HR Professional, Mentis Consultant (UK Based Consulting Firm)

	

	Higher Diploma in Software Engineering, Aptech, India 
	1996
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	HR & Administration Group Head, Leading Company, UAE


	Feb 2009 - Present

	Deputy Manager HR & Administration, Suhail Bahwan Automobiles LLC, Oman


	Feb 2007 – Nov 2009

	HR & Administration Manager, Reliance Group, India

 
	Nov 2001 – Jan 2007

	Assistant Manager for Administration, GATI Cargo Management Services, India


	Mar 1999 – Oct 2001

	Software Executive, Vedic Infosys Pvt. Ltd., India

 
	June 1996 – Feb 1999

	Branch Operations Executive, Integrated Enterprises Pvt. Ltd., India
	Oct 1993 – March 1996


	[image: image6.emf] 







	· Significantly delivered key contribution towards organization’s growth, organized various activities and established new improvements. 

· Consistently exhibited resourcefulness and initiative in supporting employee needs and developed a sense of emotional affiliation in the minds of employees.
· Developed the HR Manual and implemented SAP Payroll System for our Saudi Operations.
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	Human Resource Management

· Fully accountable for complete HR activities including re-sourcing, recruitment, selection, compensation, benefits, employee relations, staff welfare, job evaluation, training-development, HR policies, HR procedures, payroll, designing and implementing HR strategies and processes.

· Manage recruitment, motivation and training of the entire staff; work with them to ensure that they had the skills, knowledge and motivation to carry out their roles effectively.
· Deal with understaffing, resolving conflicts, dismissing employees and administering disciplinary procedures.

· Identify and implement the most appropriate or effective route for staff development and training through self development, online program and classroom training.

· Review existing compensation-benefit policies; identify loopholes; and establish competitive programs. 

· Development of short and long term organizational plans as needed in HR.

· Create, implement maintain professional human resources system that meets top management needs.


	


	Administration Management

· Expertise in managing daily office work and handling administrative and personnel issues.

· Assume full responsibility of business communication and interaction with a spectrum of clients, suppliers and vendors. Oversee business administration to ensure smooth running of company.

· Solve business difficulties and consult with department managers for the betterment of the company.

· Oversee the availability of all resources within the department to ensure smooth flow of operation.

· Maintain relationship with internal departments and other third parties dealing with the company.

· Improve turn-around times by providing suggestions for signification of procedures and controls.
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	HR & Administration Group Head, Leading Company
Western Auto LLC is an Automobile Trading Company exporting cars to various countries.  It is stretched in over 8 countries with employee strength of 1200. 
· Overseeing entire gamut of HR and administration functions with extensive travel to Saudi and India.
· Implementing HR strategies on Sourcing, Recruitment, Change Management, Performance Management, Training and Development programs, Career Planning & Development, Succession Planning, and HR Systems Analysis, Salary & Incentive Scheme, Employee Welfare, Staff Relations, etc.

· Ensuring compliance and suggesting improvements for business processes in attaining organization objectives.

· Planning and mapping human resource requirements applying Hay Methodology.
· Monitoring all day to day manpower concerns and enhancing employee’s knowledge on organizational objectives. Providing employee with Employment Policy, Induction Manual and Handbook. 

· Administering all level employees’ KPA and merit rating procedures. Also, evaluating results thereof.

· Performing timely roll out of annual assessment. Recommending rewards and recognition accordingly. 

· Working closely with IT team in implementing SAP Payroll System. Supervising system usage in processing payroll, annual leave or end-of-service benefits. 
· Uplifting employees’ morale hence enhancing overall business by implementing various endeavors like Incentive System for Sales and After-Sales Teams, Reward and Recognition Strategies, Medial Insurance and Group Insurance for all employees and other employee’s welfare programs.
· Handling employee separation, resignation, termination or abandonment of service.  Likewise, liable for employee’s grievances on benefits related issues.

· Analyzing statistical data and reports to identify and determine causes of personnel problems; develop recommendations for improvement of organization's personnel policies. Gathering feedbacks through job satisfaction surveys, succession planning, performance management system and 360 degree feedback method.
· Performing general administration functions including housekeeping, facility management, transport arrangements, hotel booking, labour accommodation, visa and medical insurance processing, trade license renewal matters, liaising with statutory organization and government agencies. 

· Handling administrative related procurements. Monitoring timely payment of bills for telephone, water, electricity, lease renewals and payments, etc.

· Streamlining insurance policies across organization concerning stock, premises, transit, money and other assets.
· Facilitating development of vendor database that simplify approval process for all admin related tasks.


	Deputy Manager-Personnel & Administration, Suhail Bahwan Automobiles LLC
· Orchestrated Recruitment, Compensation & Reward Management, Performance Management, and Administrative functions within the organization.
· Managed A-Z of recruitment process; determined training needs and coordinated with other departments in developing training programs. Liaised with external organization in facilitating specialist training courses.
· Helped in designing strategies to improve company’s system and processes. Structured and executed HR policies. Translated the same in Arabic Language then accordingly uploaded it in company’s website.

· Drafted circulars and memos on HR; maintained personnel records and updated same on regular basis.

· Assisted in developing and subsequent execution of compensation and other reward strategies in consideration with market remuneration. Likewise devised new Performance Based Pay scheme.

· Directed Performance Management System (PMS) and effective implementation of appraisal process.

· Structured PDP (Performance Development Plans), Skill & Competency Mapping and Developmental Action plans (DAP) to better facilitate units or branches. 
· Administered Operating Appraisal System (PMS) software utilized in conducting complete performance feedback for identified groups of managers.
· In charge for searching and acquiring residential properties for employees; negotiating on lease agreements and arranging the furniture required.
· Supervised labour camps including catering services, sewerage system, electricity supply, transportation concerns, medical, first aid and safety measures.


	


	Cont’d…

· Accountable for logistics proceedings including arrangements for conferences and events, overview of VISA processing and immigration formalities, etc. 

· Established Admin team in branch level to sustain better admin support. 

· Facilitated team of volunteers from Bachelor Staff and Technician Accommodation in taking care with their own lodging and resolving issues therein.

· Worked out on best way of reducing cost and to achieve positive result in communication, stationery, repairs, maintenance, and fuel expenses as active member of Cost Reduction Task Force (CRTF).

· Played a major role as member in Disaster Management Task Force (DMTF) in delivering positive work output when the Sultanate of Oman was badly affected by a massive cyclone called GONU. 

· Member of GEMBA, a business term which means to create value for your customers through daily work,   formed to improve customer satisfaction level in sales and services. 


	HR & Administration Manager, Reliance Group

· Implemented HR policies, managed smooth payroll process and dealt with employee grievances.

· Administered manpower assessment for Infocomm, Petroleum and Retail projects whilst directing whole gamut of recruitment process. Also, conducted evaluation for Delhi and Chennai Zones.

· Liaised with staffs for various concerns such as car lease, vehicle loans, hire-purchase loans, housing loans, insurance of company owned car and vehicles attached to MCNs among many others 

· Diminished attrition rate by conducting employee survey and salary regularization in 2005. 

· Assisted in research and subsequent acquisition of 200 commercial spaces for establishment of Super Market in Tamil Nadu including a range of commercial spaces for super markets, hyper markets, BTS sites, office place, warehouses, etc. 

· Acquired about 410 properties for installation of BTS towers in Delhi & NCR in a span of 8 months as well as properties for Petroleum Retail Outlet in Delhi, Haryana & UP.

· Set up company Guest Houses throughout New Delhi and NCR.

· Coordinated activities for establishing Web World Express Outlets.

· Managed various  dealings with vendors; development, negotiation and follow up for delivery of goods or bills, verification, payments, accounts maintenance, etc. 
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	· Managerial Effectiveness, Mr. Sashi Gupta, Suhail Bahwan Automobiles LLC

· Problem Solving & Decision Making Skills, Mr. Sadasivam, Suhail Bahwan Automobiles LLC

· ISO 9000:2008 QMS Awareness, Dr. Avinash G. Mulky (IIM-B), ETA Group

· Certified Hogan Assessment HR Professional, Dr. Dominic Ghanbari & Mr. Andrew Salisbury, ETA Group 
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	· Proficient in using customized business management software like SAP

· Well versed in MS Office Suite, E-mail & Internet applications 
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	Nationality
	:
	Indian

	Date of Birth
	:
	17th April 1971

	Marital Status
	:
	Married

	Visa Status
	:
	Employment Visa

	Languages
	:
	English, Hindi & Tamil
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