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Aiming to scale middle level opportunities across Human Capital & Administration verticals with Leading Organizations.
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Location Preference: UAE
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PROFESSIONAL PROFILE
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SUMARY OF SKILLS
Recruitment & Placement
Induction & Training
Personnel Administration
Statutory Compliance
Payroll Execution / Supervision
Commission & Bonus
Annual / Medical & Other Leaves
Compensation & Benefits
Retention / Exit Formalities
Transit / Visit / Employment Visa
SAP HCM / MIS
Group Medical / Group Life / MVF
Labour Accommodation
Hotel / Rent A Car
Seminar / Training Arrangements Liaising with Statutory Bodies /
JAFZA
HR Projects / Management Task
Reporting


Experience Profile
· Overall 12+ years of proficient experience in Human Capital Management & Administration in relation to Office Management, Logistics & Public Relation, Supports for Training, Seminar & Business Conference, SAP R3 (HCM Module) Implementation & End-user Experience and ISO 9001 procedural implementation, in reputed Sales & Construction Industry in Middle East. 
· Proven ability in improving internal controls in operations, enhancing business growth & optimal revenue generation through Human Capital & Administration. 
Key Career Highlights
· Established SOP for HC & Administration and reduced gaps. 
· Minimized the Attrition and cultural alignment aroused out of acquisition and groups. 
· Optimal Utilization of HC by introducing of biometrics and encouraged employees performance by creating healthy & hygiene work environment. 
· Successful implementation of ISO 9001 & SAP R3-HCM Module (OM, Personnel Management, Time Management & Payroll) in UAE. 
· A keen player with expertise in implementing, execution and supervision HC & Administration Plans geared towards successful accomplishment of company’s core objectives. 
· Comprehensive experience in handling day-to-day HC & Administration Works, day-to-day statutory & public relations tasks, maintenance of statutory registers and records, compliance with Federal Law & Economic, Labour & Immigration departments and liaison with other Govt. Agents. 
· Enterprising leader with a solid record of contributions leading to lowered risk, Improving process, heightened productivity & enhanced internal controls. 
· Major role in Implementation of SAP R3 HCM Module & ISO 9001 in the organization and Business process re-engineering. 
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CAREER SCAN
[image: image10.jpg]


[image: image11.jpg]



Sept’15 to Till Date with Wadi Al Furat Trading LLC, Sharjah-UAE as HR & Administration Manager Nov’08 to Jun’15 till date with Al Hoshan Pan Gulf LLC, Dubai-UAE as Branch HR & Administration Coordinator
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Oct’03 to Oct’08 with Al Mansouri 3B Cont’ LLC, Abu Dhabi-UAE as HR & Administration Coordinator
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APPRENTICESHIP
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	Customer Research Agent in AC Neilson Market Research Agency while pursuing Graduation

	
	Market Survey for Pepsi Hyderabad while pursuing Graduation

	
	Market Survey for RTA Hyderabad while pursuing Intermediate

	
	PROFESSIONAL QUALIFICATION

	
	

	
	Master in Social Work (Previous) from Osmania University

	
	ACEDEMIC QUALIFICATION

	
	Bachelor of Commerce from Osmania University

	
	IT SKILLS

	
	

	ERP
	: SAP R3 – HCM Module (Core team Leader & End User) & Capable to work with ERP/Soft ware



MS-Office: Excel, Word, Access & PowerPoint
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Work Experience
Present: WADI AL FURAT TRADING LLC
(Dealer of Branded Tyres)
Sept’15 to Present – HR & Admn Manager
Key Responsibilities:
· Planning & Forecast 
· Recruitment & Joining Formalities 
· Company Induction & Training 
· Personnel Administration 
· Payroll & Reconciliation with Finance Team. 
· Compensation & Benefits 
· Appraisals & Increments 
· Exit Interview 
· Statutory Relations & Liaoning 
· Employee & Public Relations 
Previous 1: AL HOSHAN PAN GULF LLC
(Largest Distributor- Stationary & Office Equipment in MEA)
Oct’13 to Jun’15 – Br HR & Admn Coordinator Oct’12 to Sept’13 – HR & Admn Coordinator May’10 to Sept’12 – HR & Admn Supervisor (LGR) Nov’08 to Apr’10 – HR Coordinator (LGR)
Human Capital Key Responsibilities:
· Planning & Forecast to FICO 
· Recruitment of employee as per the Business Expansion Requirement by conducting Technical, Personal & HR Interviews and in alignment with the company forecast. 
· Supervision of Joining Formalities of employee as per the company procedure & UAE Law. 
· Company induction and training for newly recruited and then assigning the JL. 
· Securing employee & employer rights as per company policy and in compliance with UAE Law. 
· Personnel Administration (Employee Record Creation & Updating of files / documents) 
· Annual Performance Appraisals & Increments 
· SAP-R3 HCM Implementation & End User in UAE 
· Payroll Execution & Supervision in SAP R3 HCM 500+ Employees in Multiple Locations 
· Annual Leave/Medical Leave/LOP/EOSB 
· Commissions / Bonus  / OT & Incentive Payments 
· Exit Interview and leaving formalities 
· Group Medical & Group Life Insurance 
· Assigned HR Projects / Task Reporting 
· HRIS Update & Reporting 
· Liaoning with Abu Dhabi, Dubai, Sharjah & JAFZA Immigration & MOL 
· PRO’s coordination for successfully completing the WP / RP / Transit & Visit Visas formalities in time 

Administration & Logistics Support Key

Responsibilities:
· Office Administration & Maintenance 
· Contracts & Lease Agreements 
· Legal Documentation Renewals 
· Motor Fleet Arrangement & Exposure towards General Insurance 
· JAFZA Logistics Operations in related to administration Support 
· Services Up gradation to meet Advanced Business needs 
· Labour Accommodation Administration 
· Additional Projects / Task Reporting 
· Hotel / Rent A Car 
· Municipalities / Economic & Chamber Relations 
· Events Management 
Previous 2: AL MANSOURI 3B CONST’ LLC (Head Office in Abu Dhabi & Branches in Al Ain, Dubai; Grade B Contractor for Turn Key Projects in UAE):
Jan’07 to Oct’08 – HR & Admn Coordinator May’04 to Dec’06 – HR & Admn Executive Oct’03 to Apr’04 – Administration Executive
Key Responsibilities;
· Maintaining Information System of human capital (personal, career hierarchy, visa & passport details etc.) in MS-Access. 
· Executing the recruitment process of the company in association with the related departments for preliminary i n t e r v i e w , scheduling the interviews f o r Technical, Personal & HR. 
· Collecting the relevant documents from the recruited employee and arranging the related data to the PRO for Entry Visa / Medical / work permit / residence permit processing. 
 P e r s o n n e l A d m i n i s t r a t i o n ( M o n i t o r i n g and controlling of HC and reporting to HR Manager)
· Scheduling the Human Force to various projects. 
· Coordinating the Camp Boss for accommodation / camp supervision. 
· Assigned Task Reporting for necessary action by the Management. 
· Assisted in the documentation & implementation of ISO certification & procedures in departments. 
 Quality Assurance for the ISO procedural implementation among the HR & Admin departments.
· Execution of payroll process and supervision of payroll process for 1100+ Employees. 
· Executing the FFS as per UAE Federal Law 
· MIS / HR Task Reporting to HR Manager 


CERTIFICATE / WORKSHOPS / TRANINGS

· In house training on SAP R3 & ISO 9001 Quality Control Procedures 
· Certified Human Resource Manager from American Certification Institute. 
· Hands-on experience in the implementation, monitoring and operating of SAP R3 (HCM) & ISO 9001 Procedures 
· Certificate course on Computer training from CMC-ATC – Basheer Bagh –Hyderabad. 
· Attended seminars and organized by Banks & Statutory Bodies 

	
	PERSONAL VITAE

	Date of Birth
	09/07/1979

	Languages
	English, Telugu, Hindi & Urdu (Fluent), Tamil & Malayalam (Basic), Arabic (Basic)

	Nationality
	Indian

	Marital Status
	Married

	No. of Dependents
	1 Member

	Driving License
	UAE and India
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