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Career Objective
To obtain a position in an international organization where I can apply my expertise in the development of human capital. Possess significant experience in the analysis and development of company operations including managerial and staff procedures, employee competence and the implementation of tools to evaluate performance. 
Areas of expertise
Responsible for assisting and supporting the senior management in Human Resource functions such as employment, orientation, staffing, assisting & reporting on performance reviews, payroll processes, training & development plans, regulatory compliance and team member relations as per the standards setforth by the company. 

· Possess good knowledge of UAE Labor laws

· Ability to work independently, deal with diverse and multicultural team

Current employment in India (Dec 2012 to Feb 2015) 

European International college for Business & Hospitality Mgmt, Abu Dhabi UAE (From Aug 2010 to July 2012)
HR Manager
· Responsible for day to day operations of Human resources functions right from attendance mgmt ensuring the time in and time out of employees till exit of an employee. Working with diverse and multicultural team 
· Recruitment: upload job vacancies in web portals, interview, shortlist candidates, hiring of all levels of staff until finalization, coordination with recruiting agencies. Have recruited academic staff (Dean for the college), non academic staff IT support, receptionist, operations manager, accountant etc
· Employee development- Employee counseling, attend to grievance, any issues to be brought to the mgmt and resolving the same on time. Meeting the employees one on one basis to understand their requirements and informing to mgmt for necessary action. 
· Liaise with training companies for internal, external training requirements, ensure timely induction programs, assist with training events with training manager  

· Employee reward/payroll: ensure payroll is processed effectively, manage existing employee benefits. Work on WPS to update salaries of staff and transfer to employee bank accounts by obtaining approvals from mgmt. issuance of salary certificates by checking the requirements. Check on attendance of staff, process annual leave salaries of staff, other benefits like bonus, increments and incentives. Obtain approvals on allowances for staff who attend seminars, events etc. Liaise with accounts dept for clearance of payments for resigned employees, inform accounts on new employees for opening of bank a/cs, transfer of salaries, leave deductions if any. Approve monthly salaries by checking on the deductions on annual leave payments if any, leaves, attendance reports. 
· Process Medical Insurance for Staff, liaise with insurance companies

· Analyze compensation policies and prevailing salaries to develop competitive compensation plan (monitor salary structure, competitors salary rates & benefits, administer rewards, benefits policies)

· Performance management: administer group appraisal system, identifying, overcoming areas of concern with employees to maximize morale and motivation, disciplinary procedures, schedule and conduct job evaluations, monitor individual pay actions.
· Employment law: ensure legal compliance, management of disciplinary, grievance procedures and dismissals. Process and complete emp visas, work permits, labor contracts (new/renew), all employee transactions related to immigration, obtain sponsorship reports from immigration/labor dept and confirming to legal parameters.
· Implementation of HR Policies & Procedures for the staff that need to be complied with UAE labor laws 
· Process visas (issuance, renewals, cancellation)

· On boarding of staff, conduct induction program, exit interviews  

· HR information management: Record update HR database – ensure accurate into to HR database
· Other duties: contribute to the annual budgeting on workforce planning, requirement of training, payroll, uniforms, staff accommodation
· Maintain and manage annual leave plan for staff 
· Responsible for security system for the daily operations (fire safety, first aid)

· Operational support – attend to daily operations of the company, management of transport, maintenance activities. 
Students Services:

· Work closely with academic committee and students services

· Maintain records, students database

· Provide complete support to academic committee on student recruitment and admissions process

· Prepare policies procedures to the academic team 

· Maintain  & update records of  students database, ensure complete accuracy and compliance with the admission standards 

· Coordinate student recruitment initiatives, admission procedures and policies

· Co-ordination of students events with academic committee and faculty

· Assist the Academic committee in setting up grievance procedures for students

· Assist applicants in the admission process

· Arrangement of visa for students coming from other countries (Possess PRO card)

· Monitor and maintain administration tasks w.r.t accommodation, travel & student support initiatives, organizing events etc. 

Makateb Holding - Hospitality Group – Dubai (From March 2009 to July 2010)
HR /Administration 

· Involved with Pre-opening activities of outlets 

· Responsible for appointing new restaurant staff 
· Supervise the HR administration process 
· Recruitment, appointment of staff, Conduct Orientation programs 
· Conduct training programs on fine dining skills

· Counseling on Employee performance appraisal system, policies and procedures 

· Administration of Employee Compensation and benefits
· Review of HR Budgets, functional department budgets
· Deal with Government Departments for company licenses, visas and staff welfar 
· Manage & Monitor workflow, ensure service standards are met as per company policy through trainings to staff
· Assist in maintaining and developing the staff SOP's and ensure all staff adhere to the procedures  

· Record and communicate relevant details of any major incident and important information

Administrator – Operations

Johnson controls/ York inc – Dubai, Manufacturing ( Aug 2005 to March 2009)

· Process Sales Orders on factories, follow up on deliveries and co-ordinate shipments

· Co-ordinate between Contracts, Logistics, Warehouse and Warranty Groups of Customer Service Division

· Review of Export Letters of Credit & issue of amendment advises to Sales Engineers

· Monitor billing, negotiation and collection activities

· Issue clear and precise instructions to relevant internal /external customers to ensure timely execution of customer orders

· Preparation of reports on Pending and Forecast units & other billing related reports

· Ensure conformity of incoming orders with required standards with respect to Contractual  terms and conditions, 

· Credit & finance policies, legal requirements,  Corporate mandates and predefined regional procedures

· Update Clear information on Delivery Schedules

HR Executive 
Mitras International FMCG–Trading Dubai  (Jan 2004 to August 2005) 
· Co-ordinate with Recruitment agencies for candidates pooling 

· Handle end to end recruitment processes 

· Interview & assess potential candidates 

· Co –ordinate with Management for Short list and select staff

· Develop job descriptions as per company’s requirement
· Meet company’s recruitment policies, procedures and selection techniques 
· Overall co-ordination of manpower planning

· Process visas and travel arrangements for the staff
Work Profile  in INDIA
Pondicherry, India (current employment from Dec 2012 to Feb 2015)

Human Resources - Operations

· Looking after franchisees all over South India for recruitment of agents / distributors

· Recruitment of agents for distribution, planning, purchase, inventory, warehousing, technicians

· Attendance, leave management, record and update HR database , inform the management on annual leave payments, produce salary & experience letters, increment letters to employees on approval basis

· Liaise with accounts dept for monthly salaries of employees to transfer into bank accounts

· Attend to customers complaints for annual maintenance contracts, liaise with technicians to undertake maintenance jobs

· Prepare price list, send quotations to showrooms 

· Liaise with logistics for delivery of electronic goods to customers

· Prepare monthly closing stock details, MIS reports on sales

· Attendance management of team-Record and update attendance reports for salary transfers for employees

IGate Global Solutions IT Bangalore, India - May 2000 to December 2003 
HR/Admin Executive - Resource Allocation for Program Management Office

· Responsible for sourcing and client follow up in temporary staffing for client sites

· Resume management, Compile & update database of candidates from diverse sources

· Resource allocation for projects as per requirements from onsite to offshore 
· Resource forecasting as per clients requirements at onsite
· Dashboard reports on Resource Utilization

· Data Collection & collation of reports on billing, time sheet hours of Offshore teams
· Update Policies and Procedures to the team
· Assist HR department in recruitment of IT personnel 

DSP Merrill Lynch Ltd, Bangalore, India (Sep 1999 to May 2000)

HR Executive

· Provide HR support services to HR Dept on formation of resumes, job description, updating HR data records of employees 

· Attend to employee queries on leave applications, certificates on employment, salary certificates

· Assist the employees for opening of bank accounts for transfer of salaries

· Produce monthly and weekly reports on HR updates to HR Manager

Customer Service Executive – Investment relations for HNI 

· For Sales Dept - Co-ordinate for launching of Public IPOs and Mutual Funds

· Organize meetings with corporate clients for the VP in-charge of Investment Banking & Private Client Group
· Generate Daily/Monthly Sales report 

· Provide information to customers on mutual fund investments and public issues availability

· Tracking of all Public issues and providing information on new issues to Corporate clients(HNI)
Mphasis BFL Software Bangalore, India (August 1997 to Jan 1999)

HR/Admin coordinator

· Formation of resumes as per job descriptions for onsite team members 

· Assist and reporting to project managers on time sheets of team members 

· Provide HR support to training dept for technical debates on weekly  basis
· Technical writing knowledge

· Quality assurance – update quality manuals for the business unit

· Update billing reports on monthly basis 

· Update project reports on weekly basis 
· Co-ordinate with vendors/suppliers for procurement of hardware items
Consolidated Marine Services, Bangalore, India – June 1996 to August 1999
HR Co-ordinator – Freight forwarding and clearing company

· Screening candidates from Job Portals

· Organize Preliminary Interviews 

· Arrangement of office assets & informing the department about the new hire
· Co-ordination with finance departments for payroll updates 
· Generation of MIS reports
· Other operational activities involved in logistics, documentation procedures
Education 

· Master of Business Administration – Finance (MAHE Dubai)
· Bachelor of Arts (Bangalore, India)
· Professional Certification in Strategic Human Resource Management (Dubai)
Computer Skills

· Microsoft Office 2000/Word, Excel, Powerpoint, Outlook, Internet Explorer

· Functional knowledge of SAP/ERP related tools to report MIS, Order process until delivery, Purchase, Inventory checking, Billing and invoicing.

Training program 
· Team Building 

· Organizational Development, Interpersonal skills

· Telephone Etiquette and communication skills

Possess Valid UAE Driving License valid till May 2017
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