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SAMBIT 
E-Mail: sambit.373761@2freemail.com 
Visa Status: Employment Visa (Transferable)
In pursuit of challenging and enriching senior level assignments in Manpower Budgeting & Planning, SAP-HR, Training & Development/ Compensation & Benefits/ Talent Acquisition with an organization of high repute. 
PROFILE SUMMARY
· A performance driven professional with more than 11 years of experience in Performance Management, Recruitment & Staffing, Attendance & Payroll Administration, Personnel Management, Training & Development, Budgeting, Talent Acquisition and Team Management  

· Skilled in managing total recruitment process including: understanding requirement, sourcing- screening, posting, scheduling interviews, coordination for interviews, salary negotiations, offer generation, joining, etc.

· Strong manager who thinks ‘outside the box’ and effectively manages change, delivers results, and secures employee buy-in at all organizational levels
· Demonstrated acumen in developing new workers, retaining current workers and attracting highly skilled workers to work for the company
· Instrumental in handling large workforces, maintaining peaceful & amicable work environment in the organization, and initiating measures for the benefit of people in the organization
· An effective communicator, proactive planner & negotiator with strong analytical, problem solving and organizational abilities
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WORK EXPERIENCE
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Dec’14 to till date with Viiking Ventures, Group of Companies  
HR. Manager (UAE, UK & Indian Operations)
Roles & Responsibilities: 
Performance Management:

· Coordinating in the formulation and implementation of Annual competency structure across various levels. 
· Syncing Training Need Analysis with the Competency structure of the organization. 

· Providing training to Technical and Managerial staffs to understand the technicality of appraisal system for fair and accurate evaluations. 

· Ensure to get the appraisal system linked with SMART objective cascaded from Business Score Card to the individual KPI.
· Managing appraisal process across the levels and establishing framework for substantiating performance appraisal system linked to reward management

· Coordinated the employee’s annual performance appraisal program; set pre appraisal targets against time schedule, decided on key factors, coordinated on review discussions and salary revisions.

Training & Development:

· Conceptualizing & developing training & development initiatives for improved productivity, building capability and quality enhancement

· Identifying training needs across levels through mapping of skills required for particular positions and analysis of the existing level of competencies

· Managing all Technical/Management/Language training; carrying out Training Need Analysis (TNA) for the Training budget and finalizing the yearly Training Calendar
Recruitment & Resourcing:

· Managing the complete recruitment life cycle for sourcing the best talent from diverse sources after identification of manpower requirements

· Handling wide gamut of tasks related to recruitment, induction, orientation, scheduling of training, placement, salary and wage administration

· Scrutinizing resumes, advertising for required positions, scheduling / conducting interviews, approving evaluation sheets and Job Description of selected candidates, preparing manpower budget for the annual recruitment plan

Payroll Management:

· Managing the entire cycle of Monthly payroll in coordination with A/c Department. 

· Maintaining employee’s attendance & leaves while generating attendance report for salary processing

· Taking care of the Bonus and Incentive System for target oriented staffs. 
Employees Welfare/ Retention:

· Managing welfare measures like employee development plans, career pathing, resource deployment, etc. to enhance motivation levels and productivity; organizing employee encouragement programs.

· Ensuring prompt resolution of employee grievances to maintain cordial management-employee relations.

· Maintenance of all employee files, employee master record in SAP and access the same during any background verification requests of former employees

· Conducting exit interview; coordinating with the accounts dept for full & final settlement; issuing experience / relieving letters etc; providing/releasing no demand certificates

Documentation:

· Preparing screening and fitment sheet for offer generation along with other related documents and approvals while maintaining daily, weekly & monthly recruitment reports

· Managing appointment letters wherein fulfilled all joining formalities of new employee including information about their Passport/Visa, bank details, ID Card & Health Card.
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July’09 to Mar ’14 with Dubai Electricity & Water Authority (DEWA), Govt. of Dubai  
Senior HR. Officer - Project Execution

Highlights:
· Demonstrated excellence by being nominated for Best Distinguished Employee Award for the year 2013.
· Monitored 1050 Employees from 1 Department, 5 Sections & 18 Units wherein supervised 125 new recruitments per year with over 50 cases of termination, resignation, & retirement.
· Managing all Technical/Management/Language training; carrying out Training Need Analysis (TNA) for the Training budget and finalizing the yearly Training Calendar
· Identifying training needs across levels through mapping of skills required for particular positions and analysis of the existing level of competencies

· Coordinating in the formulation and implementation of Annual competency structure across various levels. 

· Syncing Training Need Analysis with the Competency structure of the organization. 

· Providing training to Technical and Managerial staffs to understand the technicality of appraisal system for fair and accurate evaluations. 

· Ensure to get the appraisal system linked with SMART objective cascaded from Business Score Card to the individual KPI.
· Managing appraisal process across the levels and establishing framework for substantiating performance appraisal system linked to reward management

· Coordinated the employee’s annual performance appraisal program; set pre appraisal targets against time schedule, decided on key factors, coordinated on review discussions and salary revisions.

· Played a stellar role in managing performance forms related to Appraisal, Medical Insurance, Employee Satisfaction survey, Job Description, Air Passage, etc.
· Holds the distinction of analyzing training needs & competency gap wherein provided about 150 technical, 80 management & 50 language/ safety training annually (both external & internal)
· Successfully resolved around 150 time evaluation errors through SAP, on a daily basis like punch in/ out delimitations, absence, sick leave, annual leave, forgotten ID, etc.
· Managed a team of 8 members
· Essayed a key role in issuing Offer /Appointment Letters, collecting required documents, creating employee codes while registering on SAP for daily attendance through IT department 

· Liaised with the Finance Department for monthly payroll
· Handled overtime detail for extra allowances, monitoring yearly air passage allowances & group insurance for department staff

· Managed divisional manpower reports & reporting line of authority wherein updated manpower master list after physical headcount, monitored vacancy arising from resignation, termination, retirement and accordingly arranged for new replacement
· Showed distinctive ability by approving selected nominees, tracking cancellation, supervising local/national student’s summer internship / summer scholarships
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Jun’08 to Jun’09 with Emirates National Bank of Dubai, Dubai

HR Adviser
Highlights:
· Supervised a team of 4 members wherein handled the entire recruitment cycle for in-house requirement & hiring requirements of the Mortgage Department
· Efficiently:

· Negotiated, finalized salaries of selected candidates and coordinated with third-party vendor management
· Collected feedback, consolidated /aggregated scores, analyzed skill gaps, made salary announcements. Made appraisal as per KRA sets; prepared revised offer letters & updated payroll.

· Tracked employees after completing probation; provided evaluation forms to prospective line managers; confirmed status of employment. 

· Discussed reviews with employees, provided propositions to improve performance level. Kept track of temporary employees; evaluated probation, revised salary of new recruits. 

· Managed transfer & relocation processes; employee's complaints / grievances, related them to the management
· Handled the exit process, facilitated exit Interviews; comprehend reasons for leaving, devised methods for employee retention.

· Holds the distinction of managing exit process of staff on resigning while being terminated by the bank wherein coordinated with the employee on completion of all cancellations before final approval for exit and monitored relieving procedures & settlements
PREVIOUS WORK EXPERIENCE
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Jul’06 to May’08 with Motorola, India (Hyderabad)

Moto Agent (Training Department)
Highlight:

· Demonstrated excellence by training 200 Executives per year and around 15 Executives per month

PROGRAMME ATTENDED

· Seven Habits of Highly Skilled People - Signature Program by Franklin Covey Middle East in 2010
ACADEMIC DETAILS
2006


MBA in HR from Asian Institution of Management Studies, Hyderabad, with 81%

2004


BCA from Sambalpur University, Orissa with 69.09%

Additional Course:

2010


Creative Thinking Course by Spear Head, Dubai

IT SKILLS
Operating systems: 
Windows 8/ 7/ Vista/ XP/ ME/ 2000/ 98, DOS

Languages: 

C, C++, VISUAL BASIC, Core/ Advanced Java

Packages: 

MS Office 2010 (Word, Excel, PowerPoint, Outlook, Access)

ERP Package: 

SAP (HR) – End User
PERSONAL DETAILS
Date of Birth: 

27th February 1984

Languages Known: 
English, Hindi, Telugu & Basic Arabic
Location Preference:
UAE
Driving License: 

Valid UAE License 
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I hereby declare that the information furnished above is true to the best of my knowledge and belief.








Date: 20/10/2017         						    	














