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Carrier Summary:
Handling full gamut of Recruitment, PMS, Payroll Admin, Training &Development, Compensation & Benefits, JD’s/KRA’s,
Retention & Exit cycle.
Total+11years experience in the field of HR Generalist & Admin Manager role.
+6 Years in UAE as HR Generalist& Admin Manger since 2008.
+5 years in India as HR & Admin Manager of leading Busincss houses.
+3 Years in India as Project Associate / Software Development

Job Profile:

1. HR Management
& Plan, develop and improvement stratcgy for HR management.
< HR Mobilization from across globe, primarily from India, Pakistan, Philippines, Bangladcsh, African & Arab Countries.
@ Handling the full gamut of recruitment cycle, Personnel interviews, Selection. Offer Letters issuance, Reference checks etc.,

& Design of job Specifications and Job Descriptions/KRA for all the positions& Goal.

2.  HR Development
< Monitor, measure and report on HR issucs, opportunities & development plans and achievement within agreed timescale

S Management &skill development and Goal Sctting for direct reports.
< Training Need Identification & Training of employee including senior managers through internal & external professionals.
9 Training Record keeping

3.  HR Cost Management
Complete payroll administration — DXB, Africa, Hong Kong& China Office (Timeshcets, Payroll Processing, WPS, Pay
shects, Pay slips)
Coordination with Finance Department for payment process, Reimbursements, leave salaries, final settlements etc., for entire
group.
Job Evaluation, PMS/Salary Revision, Restructuring, Bench marking and uniform Compensation &Benefits implementation
Manage and control departmental expenditure within approved budgets.

4. MIS Reporting
9 Monthly Cost Reporting, Budget Vs Actual; Variance Analysis on Recruitment Mobilisation and Retention costs

S Data Capturing / Management and Reporting through SAP HR Module

5. Performance Management and Talent Retention,
9 Employee’s performance appraisal
9 Talent retention by Appreciation and motivation through tangible & Intangible factors
9 Development & Implementation of Job Specitic Performance Appraisal Tools, Evaluation and Skill development.

6. IR Management
< Developing & Maintaining healthy relation with cmployees at all level & ensuring smooth functioning across organization,

9 Maintaining formal & Informal interaction across organisation and Grievance redress Mechanism
9 Conducting Exit interviews and carry out corrective actions basis feedback.

7. Corporate HR Management
< Contribute to the evaluation and development of HR strategy and performance in co-operation with the executive team.
S Develop and Maintain healthy relation with Govt. and Non Govt. Organizations for better and fast functioning of
organization, which includes Labour, Immigration, Economic Dept. Chamber of Commerce, Municipality, DEWA etc.,

8. Admin & Statutory Management
Statutory Management: Visa Processing (new visas, renewal & cancelation), Group Insurance, Health Insurance, Workmen
Compensation, CAR Policies, third Party Insurances etc.,
& Management of Employees Leave Plan & Reliever for key positions.
S Management of Work Space, Stationary & Equipment in HO, Staff and Labor accommodation, Transportation Coordination.

9. ISO Certification
< As Management Representative, headed, handled ISO Certification process and got ISO Certification for two employers.

< Ensurc activities meet with and integrate with organizational requirement for quality management, health and safety, legal
requirement, environmental policies and general duty of care.
¥ Audit and authenticate all documents related to legal compliances, salary statements and provision distribution, policies etc.,
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10. Event Management:
S Events Management, Board Meeting. Monthly meeting etc., and Travel arrangements

2 Annual Employees Meet, Social gathering management
Achievements:

Established the HR dept for “ElectroMak& SEW™ Company from the scratch.

Recruited 300 nos.Non-technical staff and 60+ Technical staff to Al Ghurair Group of Company.
Recruited 200 Graduate trainees to SEW Infrastructure Company during 2007 through Campus Selection.
Recruited more than 500+ Technical staff to SEW Company for their various projects all over India.
Framed and Implemented HR & Admin policies for all the 4 Companies.

Standardized Implemented salary structure basis industry standard.

Reduced cost of stafting by effective negotiating skill with agencies as well as candidates.

Reduced attrition rate by suitable carrier path design and counseling.

Cost reduction in contract staffing.

Developed payroll /load distribution software’s to BESCOM Company.
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Dubai, November 05, 2014 Padma A.N.





