                             Roopa                                   
 (  Dubai, UAE   (  roopa.269368@2freemail.com 
( Visa Status : Husband Sponsor Visa Valid till 22/07/2017 ( Holding valid UAE Driving License
Human Resources & Administration Professional
Dynamic HR & Administrative professional with 10+ year track record of success in HR management & progressive experience background in Admin, Secretarial, Accounts, Logistics Results-oriented & effective in increasing organizational performance through prudent practices in talent acquisition, employee relations & engagement to record levels; consistently promoted to positions of increased responsibility.  Strong track record in Manufacturing, Access Control Security Systems, FMCG &Trading industries
HR Skills
	· HR Department Startup
· Employment Law

· HR Policies & Procedures
· Organizational Development
	· Staff Recruitment & Retention

· Employee Relations
· Benefits Administration
· Compensation & Payroll
	· Orientation & On-Boarding

· Employees Engagement
· Training & Development

· Performance Management


Professional Experience

ASSA ABLOY HOSPITALITY AS, DUBAI, UAE                                      
                  July’14 to till date
A reputed MNC Co. provides Access control security solutions, Safes & Minibars worldwide for hospitality industry
Logistics, HR & Admin Officer, Reporting to CS & Logistics Incharge / Manager (HR, Admin, Finance & Accounts)
· HR & Administration & Accounts

· Induction for New Joiners to the location team & departmental representative, releasing Organization announcement
· Employees new visas, renewals, online requests, medical insurance, portal topups, guarantees, etc
· All joining and separation formalities like employment contract, HR Policy, exit or transfer formalities, Full & Final etc
· Handled recruitment in coordination with the consultants, issuing offer letters, employment contracts etc
· Preparing salary inputs reports for salary payout for all the employees, calculating leave, bonus & end of service benefits
· Renewal of General Trading Licence, Dubai Chamber of Commerce Membership, office lease & license agreement/tenancy contract, workmen compensation policy, third party liability, Employees Medical Insurance policy, Renewals etc

· Travel arrangements: Ticketing, Hotel Booking, meeting rooms, Visa’s for visitors / Clients / employees / Trainees
· Updating the pantry & reception checklist as part of Six Sigma process. Billing process for courier, transport & travel function 
· Handled reception, phone calls, preparation of bills, invoice checking & processing, booking & dispatching courier
· Associating new vendors & coordinating with them for accomplishing the desired supplies.
· Handling Petty Cash, Cheque Vouchers, payment & Co-ordination for Etisalat, DEWA & Du Bills
· Proper recording of all accounting transactions in AX such as Sales, Purchase, Receipt & Payments, Bank & Cash transactions, Payroll, Bank Reconciliation, follow up for payment, preparing SOA etc.

· Prepare TT forms, LC documents, Performance Bond, Bank Guarantee, APG & Security Cheques, Sales Report, Inventory and purchase report on monthly basis. Ensure timely payment of all parties & collection of outstanding from clients 
· Logistics 

· Process LPO’s, Invoices, Packing Slips, Delivery Notes, placing sales & purchase order, receiving GRN’s, posting PO’s & SO’s
· Liaising & coordinating with clients for deliveries of materials for projects & AMS orders all over Middle East & Europe markets
· Liaising with the factory in Shanghai for manufacturing & dispatch of placed orders

· Coordinating with the warehouse in arrival of shipment & dispatch of shipment
· Appointing freight forwarder & clearing agent for both inbound & outbound shipments
· Freight rates from the forwarder or shipper (in some cases, CIF, DDP) air, sea & land freight & evaluate them & act on shipment requirement of the job, coordinate w/ shipper checking on the readiness of shipments & inform nominated forwarder
· Well versed with all Warehousing procedures, Inbound, Reception, & Picking, Pallet positioning, Dispatch Orders, Consolidation, Outbound release & Quarterly stock taking involvement

· Co-ordination with the customer & transporters to ensure timely dispatch & delivery of Consignment to its destination
· Prepare commercial invoice, invoice, DO’s, packing slip for both incoming & outgoing shipment to & fro warehouse
· Interact & provide timely information to the customers through delivery notification on the status of shipment.

· To check & reply emails from the customers, shippers, forwarders, internal dept etc, sending sales & service quotation

· To arrange driver & manpower for local shipments & deliveries when required

· Verifying & clearing vendor bills, keeping a track of their performance and deciding on new vendors, document controlling
· Generating agreements, contracts, SLA Agreements etc, arrange certificate of origin from Chamber of Commerce 

VARUN INTERNATIONAL TRADING FZE, DUBAI, UAE                                                                               april’11 to may’14

Manufacturer & Exporter of Stainless Steel Kitchenware’s worldwide, commodity trading, Oil & Petroleum, Mining, etc

HR & Administrative Officer & PRO, Reporting to Managing Director
Transferred from Mumbai Head Office to Dubai Office to help open company’s new branch in JAFZA, Dubai, coordinated for startup, new office setup & management of a full spectrum of HR & Office Administration operations,. Worked with senior management to create HR policies and procedures; recruit employees & ensure smooth function of the office operations
· Recruitment

· Managing Consultants, job portals, advertisements etc
· Preliminary screening of profiles.

· Scheduling interview for the candidates.

· Salary comparisons & finalizations
· HR Generalist 

· Scheduled Induction for New Joiners. Introducing the new joiners to the location HR & Admin team and to the departmental representative. Coordinating the monthly induction program.

· Making employees aware of various HR Policies & procedure and maintaining Personal files of all employees.

· All joining and separation formalities like employment contract, exit or transfer formalities etc Keeping track & issuance of employees  confirmation, contract completion, visa & contract renewals, JAFZA access cards, OHS cards etc
· Full performance management cycle including; Goal Setting alignment; performance appraisal at the end of Year 
· Helping employees to avail various benefits available to them as and when required.

· Employees new visa, renewals, online requests, medical insurance, portal top ups, bank / cash guarantees

· Renewal of Visa’s, Visa deposit, cancellation of visas, deposit refunds etc from JAFZA, arrange gatepass, office access passes
· Prepared & updated organization charts, HR & Admin MIS reports, as directed by the Management daily, weekly & monthly
· Responsible for all employee data, reports, attendance records, Absenteeism analysis, overtime, vacation, advances & resignations, health insurance claims etc. Coordinates all employee’s queries, salary advances, loans, letter requests etc
· Monitor all employees, ensure work within required deadline and manage all verification process and maintain personnel files
· Payroll & Compensation & Performance Appraisal
· Responsible for collection of attendance & maintenance of employees leave records & Attendance Mgmt for salary pay out.

· Preparing daily and monthly reports, like incentive reports, manpower reports etc
· Preparing salary inputs reports for salary payout for all the employees, calculating leave, bonus & end of service benefits. 
· Issuing pay slips, salary certificate and other related documents. Preparing employee’s Medical Insurance data base.

· Filling of all payroll related documents on monthly basis and updating on JAFZA portal accordingly
· Prepared & maintained data of left over employees & clear their due through full n final within stipulated time
· Mobilization and induction of new employees (offer letter, fill up registration form, open new file and updating in ERP).
· Terminations and resignations procedures, cancelation or transfer from JAFZA

· Administration & Export Documentation
· Renewal of General Trading Licence, Dubai Chamber of Commerce membership, office lease & license agreement, workmen compensation policy, third party liability etc
· Handled all matters of disbursement with regards to company documentation provided the appropriate approvals are in place such as passports, emirates ID’s, insurance information and/or asset allocations like laptop’s, mobile phones, vehicles etc.

· Travel arrangements: Ticketing, Hotel Booking, Visa’s for visitors / Clients / employees / directors

· Handled Petty Cash, Cheque Vouchers, payment & Co-ordination of DEWA, telephone, petrol & salik bills
· Drafted letters, memos, MOU, Agreements, contracts, Minutes, Agenda of the meetings, taking dictations

· Processed & arranged Sales Confirmation, Invoices, Packing List, B/L etc as per the consignment of goods. 

· Submitted the required documents to banks for remittance of the payment

· Prepared order forms confirmed & placed orders through mails /phones to the Consignor

· Planning & budgeting the administration expenses and working towards minimizing the operational expenses/cost
· Generating MIS on all the queries for the preparation of Monthly Review Reports.

VARUn industries limited, mumbai, india                              

October 2005 - MArch 2011
Varun Group of Companies manufacturer & exporter of Stainless Steel Kitchenwares worldwide, Oil & Petroleum, Mining, Wind energy, Uranium, Gems & Jewellery etc employing more than 2500 employees in India & Abroad
Assistant General Manager (HR & Administration) (Reporting to the Sr. Vice President (Co. Sec, Legal, HR & Admin)
Promoted to fulfill broad range of HR & Admin function, administer benefits enrollment; HR budget; HR generalist workplace issues
· Recruitment

· Managing Consultants, Job portals, advertisements etc
· Coordinate with various depts for Manpower requirement
· Preliminary screening of profiles.

· Conducting Walk-ins, Campus interviews

· Scheduling interview for the candidates
· Salary comparisons & finalizations & issuance of offer letter
· HR Generalist 

· Scheduling Induction for New Joiners. Introducing the new joiners to the location departmental representative.

· Coordinating the monthly induction program. Making employees aware of various HR Policies.

· Responsible for the activation of the Human Resources Plan, full performance management cycle including; Goal Setting alignment; personal history records, performance appraisal at End of Year 

· Maintaining Personal files of all employees, prepared HR policy & procedure handbook
· Processed all joining and separation formalities like offer letter, employment letter, Full & Final Settlement etc
· Keeping track & issuance of employees / consultants confirmation, tenure, bond completion etc

· Processing employees PF, ESIC, Gratuity, Group Insurance Policy, Mediclaim, Corporate salary A/c & other employment registration forms
· Prepared & updated organization charts, monthly HR & Admin MIS reports, as directed by the Management 

· Payroll & Compensation & Performance Appraisal
· Responsible for collection of attendance from different location & maintenance of employees leave records for salary pay out.

· Calculating Employees taxes, considering exemptions, savings & deducting TDS in pay-slips & preparing Form16 in consultation with the Taxation department. Knowledge of TDS on Employees, advisors, consultants etc. 

· Preparing daily and monthly reports, like incentive, manpower, recruitment, grade wise / Location wise salaries  
· Preparing salary inputs reports for salary payout for employees and consultants for further processing.

· Processing documents for employee’s Medical Insurance, maternity benefits etc.

· Process left employees PF withdrawal form to PF office for withdrawal, gratuity if any
· Issuing pay slips, salary certificate and other related documents. Filling of all employees related documents on monthly basis.

· Making sure that all the necessary information’s are passed on to the accounts department for salary processing.

· Cross checking of the salary prepared by the third partly, every month as per inputs given.
· Preparing and maintain data of left over employees within stipulated time and clear their due in the form of full n final. Making sure that the separated employee’s accounts are cleared within specified period

· Handled employees increment & salary structure through appraisal form &issuance of increment/promotion letters 

· Training and Development

· Identifying the training needs of the employees with discussion with the department heads
· Preparing training calendar, organizing training programs
· Taking feedback from the employees regarding training
· Taking feedback from the faculty in concern to the participants.

· Forwarding the feedback to the corporate office.

· Sharing the feedback with participants.

· Administration

· Handled all matters of disbursement with regards to company documentation provided appropriate approvals like PF, ESIC, Group Insurance, Co’s registration certificate etc are in place and/or asset allocations like laptop’s, mobile phones, vehicles etc.

· Ticketing, Hotel Booking, travel arrangements, arranging meetings, handled Petty Cash, electricity, telephone, petrol bills etc
· Preparing monthly travel, expenses, vehicles etc MIS reports and sending to HOD’s. 

· Secretarial (Reporting to Group Advisor)

· Drafting Letters, taking dictations, interoffice memos, documentation & followups

· Preparing MOU’s, Leave & Licence Agreement, bonds, minutes, agenda of the Board Meetings etc 

· Preparing Presentations for various projects, meetings etc

· Assisted & Co-ordinated in the matter of legal, Land & Property documentation
· Assisted & Co-ordinated in successfully handling the Company’s first Initial Public Offer (IPO) for Rs. 54 Crores which was listed on BSE & NSE in November, 2007 & was oversubscribed by 37 times of the issue price         

Uttam Galva Steel Limited, Mumbai, India


July 2004 – September 2005

Largest Manufacturer of Galvanized Sheet, Hot & Cold Rolled Steel employing more than 4000 employees
Senior Assistant (HR & Administration) (Reporting to the Assistant Vice President (Co. Sec, Legal, HR & Admin)

· Assisted in Day - to – Day HR Functions. Processing all joining and separation formalities like offer letter, employment letter, Full & Final Settlement required MIS & data updates
· Prepared various reports & payroll processing, Leave & Attendance Management

· Formulation of HR policies & ensure effective implementation. Policy Documentation & Development, Employee performance, Career development & retention. Recruiting & staffing & maintaining their Personal Files. Statutory Compliance of PF, ESIC, LWF, Gratuity, Group Insurance Policy.

· Prepared share certificates, MOA, Agenda, Minutes of the meeting & arranging BM & AGM

Shefali Enterprises, Mumbai, India



July 2003 – July 2004

Exporter, Importer & Distributor of Electrical Items, Switchgear, PVC Pipes, Cables etc
Import Assistant (Commercial) (Reporting to the Proprietor)
· Drafting letters, memos, taking dictations, preparing & Arranging Sales Confirmation, Invoices, Packing List, B/L etc as per the consignment of goods. Submitting the required documents to banks for remittance of the payment. Preparing order forms, confirmed & placed orders through mails / phones to the Consignor.

· Preparing Invoices, challans, builty for transport. Maintaining Stock Register & preparing Cost Sheet statements. Checking for the Parties payment & Receipts. Correspondence with customers, suppliers & various agencies.

National Computer Education, Mumbai, India

           June 2001 – June 2003

Educational Institute providing Software & Hardware educational courses
Computer Faculty & Administrative Incharge (Reporting to the Proprietor)

· Supervise, manage, trained Students, create & reconfigure student’s databases. Designed & Developed Educational Notes & Assignments for Computer Institute & School Students Answered phones, greeted & assisted visitors & students enquiry

Education

MUMBAI University — Bachelor of Commerce, 2002
Welingkar Institute, Mumbai, India - Post Graduate Diploma in Business Administration–Human Resource, 2007
Certifications

GOVERNMENT COMMERCIAL INSTITUTE — English Typing 50 wpm, 1997 & English Shorthand 60 wpm, 2001
Professional Development:
· Training on ISO 9001-2008 certification in India
· Training on “Lean Six Sigma Yellow Belt” by Dr. Madrecha in Assa Abloy Hospitality AS, Dubai, UAE

Honors & Accords      :         Best Employee of the year 2007 from Varun Industries Limited
Computer Skills          :
· Software Packages (Spine Payroll, Microsoft Dynamic AX, Tally, T-Fat)
· GNIIT Course (Diploma) from NIIT - MS Office (Word, Excel, PowerPoint, Access, Outlook), Corel Draw, Photoshop
Personal Details         :

· Nationality : Indian
· Gender   : Female

· Languages Known : English, Hindi, Marathi, Tulu

· Marital Status         : Married
