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Sajitha

HR Professional focused on FMCG & Hospitality Industry

HR Operations Manager professional with 20+ years of experience in all aspects of Human Resources including: experience in a start-up organization, large corporations and government contracting environments. Skilled in HR strategy development and integration, best business practices, organizational development, personnel administration, benefit and leave administration, payroll, employee relations, and HRIS.
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 +971504753686 C/o Mr. Anup P Bhatia www.ArabianJobSeeker.com 
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 WORK EXPERIENCE

Manager - HR & Operations

Media FZ LLC (Media Group)

11/2017 - Present,
Dubai, UAE

Responsible for all operations, commercial, HR & administrative tasks to support the company's business function in UAE.

Monitor HR operations including employment contract, job card, employment visa , visa renewal and visa cancellation process.

Provide complete cycle recruiting and is responsible for recruiting, sourcing, interviewing, and placing prospective candidates for exemption.

Analyze and modify compensation and benefits policies to establish competitive programs and ensure compliance with the organization's policy.

Managing the legal processes includes trade license, commercial license renewals, employee dispute settlements, and court cases involving employee disputes.

Processed weekly and bi-monthly payrolls for hourly and salaried employees after the calculations.

Responsible for the termination process, including exit interviews and notifying direct parties.

Reporting to the Managing Director on all human resources and business operations.
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 SKILLS

Human Resources (HR)

Employee Relations

HR Policies
Recruiting

Technical Recruiting

Talent Management

Workforce Planning

Job Analysis
Sourcing

Evaluation
Interviewing

Performance Management

Training and Development

Organizational Development

Supervisor- HR & Operations

Group of companies (Hospitality, Hotels, Restaurant, Food Production and Dietary Food Clinics)

10/2014 - 09/2017, Kuwait 4 Le Royal Hotels, 1 Corniche Hotel, 70+ Restaurant chains & Diet care Company – 3500+ employees

Recruited globally and regionally (at all levels of management) to staﬀ the company's oﬃces in Kuwait, Saudi Arabia, Qatar, and Dubai. (Full Group Companies).

Developed the Salary & benefits structure for Kuwait, Qatar, Dubai & Saudi Arabia.

Organized & participated in the interview process with the department heads.

Assisted in the development and standardizing the Compensation & Benefits structure for Equity in Salary Scale across the organization.

Developed the salary and benefits system for all of the company's GCC businesses.

Trained on the MENA (ORACLE) system for processing the payroll and compensation of all firm sites in Kuwait, Qatar, and Saudi Arabia.

Independently managed the processing of salary and benefits for 1,000 employees following national labor law(Kuwait, Qatar, Saudi Arabia).

Resolved employee inquiries regarding salary, overtime, KPIs, and final settlements.

Maintained knowledge of the latest payroll regulations and market best practices and recommended adjustments to the management as required.

Maintained up-to-date, accurate, and systematic records of salaries and benefits paid by the organization for regular Audit review and verification.



CORE

STRENGTHS &

SOFT SKILLS

Teamwork
Communication

Leadership
Adaptability

Time Management
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 EDUCATION

Master's in Business Administration

Specializing in HR

India

Bachelor's Degree Commerce

India
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 WORK EXPERIENCE

Senior Oﬃcer - HR

Food Distribution & Warehouse Company
07/2010 - 02/2013,
Dubai, UAE

5000+ Staﬀ

Responsible for the planning and execution of recruitment at all organizational levels.
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Designed companies policies, procedures, job evaluation process, performance management structure and company grade structure.
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Designed Structure of Compensation and Benefits in accordance with Industry Benchmarks to achieve Dubai's best practice.
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Increasing the visibility by branding of the organization through a number of diﬀerent web sites.
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Created organization structure, hierarchy, intra company competency structure (functional and behavioral) and training strategies.
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Reviewed and revised the job descriptions for all positions inside the organization.
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Conduct Job Analysis and Job Evaluation framework for all positions, together and provide training program recommendations.
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Initiated Reward & Recognition & Retention strategies for Super performers.
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Responsible for updating company's newsletter.
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HR Oﬃcer

Frozen Food & Distribution Company
10/2008 - 06/2010,
Sharjah, UAE

Assisted the HR Manager with salary computation, deductions from salary, loan deductions, overtime calculations, residence and renewal deductions, sick leave, and leave salary using the ERP and Smart Suite payroll software.
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Worked with the HR Manager on the recruitment of candidates, scheduling of interviews, the oﬀer letter to successful candidates, the booking of tickets for international candidates, joining formalities and on-boarding.
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Responsible with the creation of employee files, the transmission of payroll data for processing, and the collection of fingerprints for attendance.
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Coordinated with Government Relations, including visas for applicants, company accommodation, and transportation from the company.
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Responsible for Resolving staﬀ issues.
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HR Assistant Manager

Sports TV Channel
06/2006 - 09/2008,
Mumbai, India

5000+ employees

Managed consolidated payroll for more than 3,000 employees in four regional oﬃces (Delhi, Chennai, Mumbai, and Bangalore oﬃces).
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Conducted analysis of attendance and payment for overtime.
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Trained to manage two company performance evaluation cycles (2 years).
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Calculation of payroll without error and transmission of the payroll report to finance.
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Coordinated with all functional and departmental managers
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HR & Admin Assistant

Media & Entertainment Group (TV Channels )

06/2000 - 04/2006,
Mumbai, India

20000+ employees

Assisted HR & Administration with preparing administration letters, attendance reports, disciplinary action letters.
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Coordinated with various department heads regarding inquiries and report generation.
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 EDUCATION
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Bachelor's Degree

Library and Information

Science

India

TECHNICAL

SKILLS

MS Oﬃce Suite

Expert

Oracle - ERP HR System Expert

PEROSONAL

DETAILS

Nationality

Indian

Notice Period of Joining Immediately

Driving License

Valid UAE Driving License

Salary Expected

Can be discussed
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 LANGUAGES

English

Malayalam

Hindi

Arabic

