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	Versatile, Dynamic and Goal-oriented professional equipped with 2+ year’s track record of delivering top quality performance in carrying out multifaceted functions. Possess sound knowledge related to HRMIS, Recruitment & Sourcing, Compensation & Benefits, Talent Management, Payroll, Labour Cards, Health Cards, Performance appraisals, UAE Labour Law, Visa & Statuary, Employee Relations, and General Administration. Demonstrated aptitude in carrying out carrying out multiple tasks simultaneously, providing efficient and outstanding administrative support and coordinating work activities to Senior Managers; Possess enthusiasm, tenacity, and initiative in achieving performance goals, desirous for continuous learning with excellent analytical, coordination, organization, time management, problem-solving, interpersonal and communication skills. Seek a solid career foundation and good outcome within growing organization that provides an opportunity for career growth and professional experience.


	STRENGTH & SKILLS


	· Acquired MBA from reputed University in India
	· Adroit with HR Functions & Process Management

	· Adroit with  Labour Law & Local Regulations
	· Prowess in Recruitment & Selection Process skills

	· Exemplary Communication/Problem Solving skills
	· Performance management & employee relations 

	· Possess Integrity, Creativity, Honesty & Teamwork
· Ability to multi-task and meet tight deadlines
	· Excellent Planning, Organizing & Time management
· Proactive, Highly driven, Vibrant Personality


	

	

	



Master's Degree in Business Administration – Specialized in HR Management 
     May 2013 – May 2015
Visvesvaraya Technological University, Bangalore, India

Bachelor's Degree in Commerce – Kannure Unversity, Kerala India

      Jun 2010 – Apr 2013

	

	

	



HR Executive – Shaklan Group, Dubai





       Feb 2016 – Present
Retail outlets, real estate development, restaurants, catering services & food distribution
	

	

	



	Human Resource Executive
· Manage selection process including interviewing, assessing candidates, screening, and recommending finalists, filling the staffing needs within the set time frame. Conduct reference and background checks on applicants. 

· Execute recruitment plan by sourcing out well-qualified candidates from a variety of sources (advertisement, internal referral, job portals). Organizing assessment on a regular basis for open vacancies in the organization.

· Maintain filing system and a database containing prospective candidates for recruitment. Writing job advertisement and deciding the channels where it has to be advertised. 

· Interpret human resource policies and procedures and responds to request for information and assistance from applicants/employees. Issuing offer letters, Visa documents to selected candidates & following up with them until placing. 

· Handled Exit interview plus coordination with staff and department with regards to resignation when needed.

· Maintain the Resignation & Termination File, administrative tasks in the HR Recruitment and handles mobilization.

· Coordinate with line managers and Recruitment Manager regarding mobilization of staff for the entire company answering all inquiries related to HR (new candidates and employees).


	

	

	



HR Executive – Shaklan Group, Dubai – Retail outlets, real estate development, restaurants, catering services & food distribution
· Recruitment & Resourcing – Provided assistance for the entire recruitment lifecycle to source the best talent from diverse sources after identification of manpower requirements. Plan human resource requirements in consultation with heads of different functional & operational areas and assist selection interviews.

· Performance Appraisal – Coordinate the formulation & implementation of increment, incentive and other remuneration policies.

· Leave Management – Coordinate leaves requests and arrange replacements if required, employee leave record management, leave eligibility calculations and assisting leave approval process.

· Assisting PRO – Provided assistance to the PRO for Renewal/ Cancellation of Labour Cards, Residence & Emirates ID.
· Exit Policy/Full & Final Settlements – Escalate resignation application to higher management, coordinate exit interviews, full and final settlement, residence and labour card cancellation.

· Payroll – Assist in payroll calculations, Data entry in HRMIS of respective addition & deductions.
· Insurance – Responsible for Procurement/Renewal/ Cancel Insurance & Follow up Re-imbursements.

· Health Cards – Handled Procurement/ Renew health cards for food handlers, arrange necessary training certificates such as PIC or Food and Hygiene certificates as may be required by Municipality.
	

	

	



· Acquired 'C' Certificate of National Cadet Corps

· Project report on the comparison study of agricultural financing by banks in Private & Public Sector of Waynad, (A district In Kerala, India)

· Project report on the effectiveness of performance appraisals of employees working with Rubco Ltd., Kerala State Rubber Co-operative Ltd. (Rubco).
	

	

	


	


· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
	

	

	



Nationality

:
Indian

Date of Birth

:
09th March 1992 

Marital Status

:
Married

Visa Status

:
Employment Visa
Languages

:
English, Malayalam, Hindi

Reference

:
Available Upon Request[image: image2.png]
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