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PERSONAL DETAILS  

Date of Birth:
                   15th June, 1986

Nationality:
                   Indian

Marital Status:                    Married

Languages:                         English(S/R/W), Hindi(S/R/W), Malayalam(S), Kannada (S).
Expected salary:                 Negotiable

Notice Period:                    Can join immediately

CAREER SUMMARY

HR professional, knowledgeable, analytical skills, and self motivated with over 8 years experiences in the roles of Recruitment and Selection, Compensation and Benefits, Job Analysis & Job Descriptions, Job Evaluation, Performance Appraisal, HR Administration, and Customer Service in leading Multinational Companies in Healthcare, Hospitality, IT, Retails Sales/Fashion, Real Estate, Engineering, Education, Construction, Interior Design industries in United Arab Emirates and India with proven track record.  Have a strong working knowledge of recruitment procedures and UAE Labor Law. Looking for position in a challenging growth oriented company, where I can use my extensive experiences and skills to ensure that organizational goals are accomplished.    

OBJECTIVE

To effectively apply myself in a professionally challenging environment in a manner that positively benefits the organization’s objectives and contributes towards my career development.
CORE COMPETENCIES

· Recruitment & Selection

· Negotiations

· Manpower Planning & Budgeting
· Policies & Procedures 
· Job Evaluation

· Compensation & Benefits

· UAE Labor Law 2015 Update

· Performance Management & Appraisal 

EDUCATIONAL QUALIFICATIONS

IIBM Institute of Business Management, India                                                                2013
MBA in Finance & Human Resources Management                                                      

VS Prasanna Bharati University, India 
Bachelor of Computer Applications                                                                                      2009
Certification Courses 

Project Management

Enterprise Resources Planning

Six sigma Green belt                                 

PROFESSIONAL EXPERIENCE

BSS Consultancy, Dubai, UAE                                                                             2014 – till date

HR Generalist
Responsibilities:

Recruitment and Selection:

·  Co-ordinates recruitment activities, to include posting job openings, and preparing formal advertisements.   

· Receiving and recording job vacancies information from Clients/employers such as details about job description, basic salary/wages, skills/experience required, other benefits, and conditions of employment. 

·  Analyzes and prepares job descriptions for a new job positions  

· Write and place advertisements on social websites & job portals.
· Search job portals, such as Naukri Gulf, Monster Gulf, Bayt, and LinkedIn and screen applicants’ CVs for basic compliance with positions requirements

· Carry out first stage interview through phone when required and shortlist candidates and communicate to them via email or phone call.

· Interviewing and testing of candidates and selection of staff and prepare employment offer letters.  
·  Provides information on conditions of service, salaries, and benefits to employees/applicants. 

· Undertaking negotiation on terms and conditions of employment contracts.      

· Obtains and assesses all certificates and testimonials of the candidates.
· Recruit candidates of various levels and negotiate their full package with their employers.  

· Other assigned administrative activities related to HR and Recruitment. 

· Involves in yearly manpower planning and expansion. 

Compensation and Benefits:

· Conduct job analysis, job evaluations and job grading using point or Hay methodologies. 

· Participate in salary and labor market surveys to determine prevailing pay rates and benefits.

· Design and implement strategic compensation and benefits Plans.  

·  Assist Clients to develop compensation & benefits plans in congruent with the organizations objectives.

· Align job evaluation with pay structure and ensure that the pay structure is properly managed. 

· Ensure that organization business strategy is aligned with HR and Compensation strategies. 

· Management of rewards including variable pay and incentives. Carries out annual compensation revision.

· Analyze surveys to ensure appropriate compensation across all departments.

· Forecast budget for salary increases and advise on salary increase. 

Policies and Procedures:

· Responsible for performance appraisal systems implementation & execution.

· Provide a basis for promotion, disciplinary action, & feedback process. 

· Creating a platform for internal development plan of each employee.

· Ensuring the Compensation provided by the company is as per market price. 

· Resolving employee grievances.

· Complete record keeping of all the employees, ex-employees details like job descriptions, promotions, transfers, leave records, disciplinary warnings etc.

Performance Management & Appraisal:  
· Support the execution of Mid-Year & Annual Performance Appraisals.

· Guide & Support clients in identifying talents at all levels in their companies. 

· Support Succession Planning and execution of performance appraisal. 

Operation Management: 

· Dealing with day to day HR and clients’ queries and report to MD in related issues

· Follow up with all requirement projects to ensure they are properly handled. 

· Ensure that all clients are satisfactory with the company services. 

Key Results/Achievements:

· Successfully recruit professional candidates in most positions, such as Doctors, IT Specialists, Teachers, Engineers, Architects, Managers, Dental Assistance, Nurses, Retails/Sales, Waiters/Waitresses/Hostesses, Technicians, and others for the company and clients every year.

· Partner with a wide range of clients across Health Care, Interior Design, Engineering, Education, Contracting/Construction, Hospitality, IT sectors on Recruitment and compensation issues, delivering innovative solutions with measurable results. 

· Successfully incorporate Compensation and Benefits, and Job Evaluation Consultant services into the company business.
· Coordinated with a team of staffs to ensure organizational goals are achieved.  

TESCO HSC, Bangalore, India                                                                                  2010 - 2012
Associate HRAM (Technical and Operations)
· Reviews old and new projects/requirements and update human resources database 

· Analyzes and prepares job descriptions and employee specifications.
· Review applicants’ CVs and applications and shortlist applicants for an interview.  

· Interview and test the applicants and approve prospective new hires. 
· Provides information on conditions of service, salaries and promotion and other benefits to employees  
· Provides advice and information to management on personnel policies and procedures, staff performance and disciplinary matters
· Handling HRAM TOOL (Human resource attendance management system) for across Tesco UK.

· Maintaining employee Biometric which consist of employee login/ log out and break timings..

· Maintaining employee Leave and Adhoc hours.

· Complete control over employee attendance, historic reports of Leave and wages through HRAM;

· Creating user, deleting User and changing password for UK authorized employee.

· Run payroll report every Friday so that Employee gets wages.

· Handling human resource and attendance management queries for the store employees at UK with the help of support teams.

· Sending Detank report (report which gives details about card transaction done by customer) to cash report team (Team which maintains all the financial record for the stores) on daily basis recording the EFTPOS transactions for the entire stores at UK.

· Handling Tesco Personal Finance Queries such as error made at till for cash and chq deposit or withdrawal from/to customer’s account by contacting Tesco Bank.

· Technically helping the stores with multipurpose computers, Float manager unit, and equipments @ cash office.

· Regularly chasing the updates with third party engineers like Fujitsu UK, ISG Technology (webbs ) and BancTec UK.

· Handling escalations for the team.

· Handling training for the team.

· Handled the team on many occasions in the absence of the Team Leader. 

· Ensured all documentation pertaining to New Stores, KYS, DR, version upgrade are up to date in the knowledge base. 

· Actively participated in Knowledge Management activities within the team.

· Create good quality CMs (change management) and also ensured that CMs are closed within deadline. 

· Perform RCA for new issues and provide a permanent solution. 

· Resolving Incident management tickets(IM) raised by stores.  

Izee Manpower Company, Bangalore, India                                                             2009 - 2010
HR Recruiter 
· Study job descriptions, research similar occupations and understand the employer's organizational culture to align suitable candidates with the employer's needs.
· Networking with potential candidates, other recruiters, and business executives and manager
· Meet job seekers to assess their skills and experiences, At times exercising direct email and marketing.
· Filing the documents and assessments of interviewed candidates.

· Discussing Salary Budget and giving feedback about trends of current salary scales.

· To develop strategies for candidate-sourcing techniques.

· Maintaining a Daily activity report to be sent to the management weekly/month/quarterly basis.

· Maintaining deployment report for number of candidates placed.

· Maintained direct point of contact with both the Client and candidates.

· Updating candidates upon short listing and selection results either through telephone or email.

· Reviewing candidate information for evaluating qualification and eligibility as per the skills and expertise described by the client, Negotiating and discussing terms with both the parties.

· Assisting clients with drafting job descriptions, Conducting salary surveys and compensation benefits standards.

· Learning about client’s business, culture, current and future recruitment needs and develop a loyal and powerful relationship with each of them.

· Utilizing the client’s rapport and taking references to meet new clients across industries.

IBM, Bangalore, India (Australia Base Company)                                              2008 – 2009
Credit Analyst
· Processing the financial transactions for an Australia based Utility Company (TRU ENERGY). 

· Shouldering the responsibilities that of an SME in terms of certain report submission and also imparting training to new hires.

· Process Financial adjustments as per instructions from Treasury

· Handling financial queries related to customer’s account through inbound calls, E-mails and Internal Transfers.

· Make outbound calls to other dept’s and organizations to update customer’s status on Concessions, missing payments and other applicable queries.

· Authorize and generate Refunds (Cheque, EFT and others) as per norms within set timelines.

· Assist collections team to update any payments sent via cheque by liaising with On Shore and updating the cheque details.
MPHASIS an EDS Company, Bangalore                                                            2006 - 2007


Process- Retail Banking ( Citi Bank U.S.) 
· Process linked to Retail Banking (U.S), handling queries related to customer bank account and the debit cards through Inbound calls which includes placing investigation on missing payments which customer made at ATM , Issuing Debit cards taking request to cancel debit cards, issuing / cancellation of the cheque book and also up selling of the bank products like current account, personal loan… etc.

· Attending telephone queries, service related calls from customers and help them to solve their problems.
Interacting with accounts team in the UK to clarify the payment related issues.
Interacting with under writing team in the UK to clarify product related queries.
Managing the MIS on a daily basis for my team and reporting the same to my immediate supervisor
KOTAK MAHINDRA BANK, Bangalore, India                                                    2005- 2006
Sales Coordinator
· Worked for personal loan department which includes the back ground verification check and documentation.

· The trades are booked through the automatic booking system by the agents. The copy which is sent to us has to be thoroughly checked in the application (ie, Tracking Manager) with the ticket number and the confirmation mail is sent to the counterparty.

· The Counterparties sends their copy to the Control team, wherein stage by stage analysis of Economics and the language (System: db ticket and castanet) of the trade agreement are done. If there is a variation in the economics. The counterpart needs to be mailed or contacted and confirmation needs to be obtained with an authorized signature on the agreement.

· The Control team is responsible for processing transactions, findings or reasons for the delay and rectifying it and finalization.

· Lastly faxing the agreement with correct details to the clients with the authorized signature of DB.

PROFESSIONAL TRAININGS
· Compensation & Benefits

· Time Management

· Stress Management

· Leadership Skills

PERSONAL/IT SKILLS

· Good interview communication skills

· Excellent Negotiation skills
· Time Management 

· Good listener and problem solving

· Flexible and Team Player
· Planning and Scheduling
· Ability to work under pressure 

· Proficient in MS Word, Power point, Excel, MS Outlook and Internet search.

