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Gulfjobseeker.com
Helping you tosearch best jobs & talent since 2002!
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JOB APPLICATION — SCREENING FORM

ApptDt:lQ FER Time:5.30%ﬂlr\lo 133426 2
HumpnN RegourcEs

Profession / Specialty

Targert Industry / Projects

Ay ENDUSTRY

Employment Status

O employed back in Home Country

O Employed in Gulf

E/Job Less-Unemployed

Nationality

INpia N

Place of Birth / City of Origin

MuvATTUPULHA , KERALA)

O Single B’ﬁarried [ Separated

Gender &' Male O Female Marital Status

Religion CHRIST (A ~ Birth date ( DD-MON-YEAR) Ql-11-1939%F
Languages Mother Tongue M R.AYALAN| Other Languages EN GiLisH g HI IR

Qualification / Education ‘\"\ ASTERS [A‘ Hum Anl RE sou QC Es

Gulf Experience __l Years ,,i Months Total Experience ,,,,i, Years () Months
Gulf Driving License &Yes O No Do you have own car? 0 ves ©&Fo

Visa Status [@Visit O Employment [J Dependent Visa Validity Date DO ) M D g v g 0\§
What is your arrival date in Gulf Country? 9 . O 2 s s What is the reason for your Job Search? (YN E M PLOYE H

Last Drawn Monthly Salary

Currency QAK

vaiue |7 ,00b

Expected Salary

Currency AED ! Value ,Z@ﬂ@

How much notice period you will need to join new position? [@Can Join immediate 11 Week O 1 Month O _—

Do you have any kind of health condition which can hamper you to perform your duties? CIFit to work [ Yes__

Do you have any kind of outstanding loans / finance / credit card facilities to repay? &No O Yes

Do you have any kind of civil or criminal cases pending against you in any courts? & No O VYes

What is your professional talent / capabilities? Describe in detail.

WELL VERSED

IN wuroanN RESOURCE S (JiTY

ENEARY  OF EXPERIENCE  MANAGED END TO END HR ACTIVITIES

IN A MULTIcacTyrARL _0md MUCTINATIONA L

ENRIROWN MENT

** For Official Use Only / To be Filled in Only by HR Consultants **

PCL Certificate

Gulf Experience |

High Academic Scores - Mark Sheet

Worked 2+ yrs with employer

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
|ELTS Proficiency Experience Verified
Bonus Score ~— | +Gulf Score + Experience Score ,|

|

+ Education Score \

Based on documents verified by our HR Assistants the candidate has achieved total score points of

Total Score Achieved =

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





	
	
	

	Profile

	

	· Human Resources Professional. 11+ years of broad-based and progressively responsible experience in HRM, Performance Management, Recruitments & Team Management
· Proven ability to work with senior management to integrate the human resources function within the overall business strategy

· Expertise in organizational development, employee relations, compensation benefits design, training & development, staffing requirements, HR policy design and implementation, labor laws
· Experienced in department start-ups, high growth operations and restructuring

· Keen understanding of the recruitment life cycle for sourcing the best talent from diverse sources after identification of manpower requirements

· Instrumental in effectuating measures in the operating procedures to optimize resource and manpower utilization

· Effective communicator, negotiator, proactive planner with strong analytical, problem solving and organizational abilities
· Well versed with administrative HR including payroll and compensation management, internal communication and job analysis as well as managing learning management systems
· MIS and expertise in data management skills

	

	Feb 2012- October 17, 2014
	Human Resources Coordinator
	

	
	
	

	
	
	

	
	· Primary remit includes talent acquisition, design and implementation of human resources and personnel policies and procedures for the office management and shop floor staff

· Managing the talent acquisition and recruitment management process. Sourcing talent through online and traditional channels

· Ensuring strict operational adherence to the quality management imperatives of the human resources function. Design and execution of quality policies and HR audit for the functional integrated management system

· Design and execution of the compensation policy and payroll administration procedure
· Handling manpower planning, budgeting and resource allocation. Scripting the job description, job ranking and grading system
· Managing the internal communication framework including employer branding through the social media ecosystem
· Supervising the immigration process including residence permits, family visas, work visas, exit permits et al
· Actively coordinatingthe management of labor camp consisting of over 1000 employees
· Designing and implementing employee engagement activities to ensure better performance and overall quality management

	
	

	Jun 2006-

Jan 2012
	Manager-Human Resources


	

	
	

	
	· Chief responsibility includes recruitment, developing comprehensive the payroll/MIS system/intranet platform for employee communication

· Partner with business leaders to maintain a highly motivated and engaged workforce

· Develop and implement new policies, procedures and programs in support of the business

· Provide ongoing support to the leadership team on human resources related matters, policies and procedures
· Successfully managed mass recruitment of the entire financial services sales organization 
· Prepares and submits departmental budget for review and approval, and ensures adherence throughout the year

· Played a stellar role in drafting and implementing various HR policies from scratch

· Monitored the payroll process for 1500 employees including incentives, TDS, increments, status changes, bank account openings, leave management, bonus calculation, etc.

· Essayed a key role in formulating performance management system

· Showed distinctive ability by launching various reward and recognition schemes including awards & certificates 

· Handled administration of ESOP schemes

· Responsible for ranking jobs, scrutinizing manpower on the strength of rigorous need analysis

· Ensured effective preparation of MIS onHuman Resource functions such as recruitment, salary cost, attrition analysis, costing, profitability, etc.

	
	

	May 2005-

Jun 2006
	Manager – Human Resources


	

	
	
	

	
	· Recruitment, selection and on-boarding of new employees into the organizational framework
· Quality management system design, overview and administrative implementation across the entire organization. Special organization development projects

· Plan, manage and provide continuous improvement to the organization and leadership review process and the strategic objectives
· Administrative HR including, payroll, attendance and discipline

· Labor law compliance including management of statutory and discretionary benefits for employees

· Employee relations and negotiations as well as employee welfare initiatives

· Performance management including appraisals, promotions, salary 

	
	

	May 2003-

Apr 2005
	Senior Executive – Human Resources


	

	
	
	

	
	· Managing payroll and handling the entire office administration including travel management, housekeeping, security functions
· Work with line managers and employees to address all types of employee relations issues ensuring a balance in representing all parties’ interests

· Managing computation and distribution of performance incentives

· Organizing training programs and seminars for various employee groups

· Taking care of the leave management system and making the necessary reports

· Preparing timely MIS for senior leadership meetings

· Ensuring compliance with the presiding labor laws and timely submission of tax reports



	Academics

	

	MA (Personnel Management & Industrial Relations)
	Rajagiri School of Management, Kochi, Kerala
	2003

	

	Technical Skills

	

	Expertise in MS Office (Word, Excel, Access, PowerPoint)

	

	Personal

	
	

	Date of birth
	21-Nov-1977

	Sex
	Male

	Marital status
	Married 

	Nationality
	Indian

	
	


Visa Type


      Visit Visa
