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Profile Summary

· A dynamic professional with over 14 years of experience in Human Resource Management & Administration

· Experience in providing effective HR leadership to business for implementation of HR strategies in-line with business requirements, managing full range of HR services & administration to support the overall business strategy of company
· Proficiency in partnered at all organizational levels to define and implement HR strategies aligned with organizational objectives; developed strong, positive relational networks and supporting departments company-wide
· Possess sound knowledge of Orion (ERP) and familiar with Oman Labour Law & Regulations and received various awards like  Star Leadership Award and  Outstanding Contribution Award for excellent performance
· Possess a clear understanding of the industry HR trends with the merit of instituting quality practices for achieving business excellence; policy writing, payroll, planning & budgeting administration expenses and working towards minimizing the operational expenses/ costs

· Expertise in resolving HR issues &  personnel matters, settling all cases in an amicable manner as well as managing office equipment, communication instruments, housekeeping, office automation, administration & transport

· Provision of high level administrative support involving efficient handling of correspondence, management of document flow; preparing official documents such as letters, notices and reports

· Achievement-oriented professional with excellent people management skills & capability to manage change with ease
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Areas of Excellence

Strategic HR Planning 
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Employee Relations / Welfare
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Liaison & Coordination
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General Administration
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Performance Appraisal
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Manpower Planning
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Policies & ProceduresDevelopment
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System Implementation
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Soft Skills
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Education

· EMBA (HR) from Venkateswara University

· B.Com. from Mumbai University
Certification

· Diploma in Office Automation
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Career Timeline
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	Core Competencies

1. As an HR Consultant

Client Management: Identifying needs of the clients and provide feedback on success of filling jobs. Gathering information on client, decision maker and number of employees.
Candidate Management: Providing information to candidates on clients and job specifications for permanent jobs. Ensure CVs reflecting client requests. Undertake candidate interview and pre-screen the suitablilty. Maintaining contact with candidate to review progress and performance.
2. As an Employee

Manpower Planning:Developing a manpower and succession plan for the division to drive appropriate action for future resourcing and created supporting resourcing strategies to address future requirements . Detecting the candidates, scheduling and conducting the interviews  and processing the joining formalities 
Recruitment: Managing end-to-end recruitment life cycle and ensuring adherence to the process with involvement in vendor management, rate negotiation & finalization and monitoring of vendor performance.Creating recruitment related policies & documents such as rehire policy, staffing manual, SOP’s, vendor and offer checklists
Performance Management :  Ensuring employees’ activities and outcomes are congruent with the organization’s objectives. Entails specifying those actvities and outcomes that will resxult in successfully implementing strategy.
Policies and Procedures : As a Project Manager played key role in composing, maintaining, and clarifying the policies and procedures in accordance with the business laws and regulations.. Being tasked with writing a policy manual (modification, additions,deletions, new policy), as well as the procedures in more adaptable manner.
Training & Development:Leading employee training and development division by monitoring competency grids and identifying training needs for skill / competency up-gradation.Identifying the  training requirement from Dept. Heads, planning relevant training and preparing the training calendar, coordinating the conduction of trainings and documenting the training record.Collecting and collating program feedback and carrying out value added analysis for enhancing program effectiveness
Employee Information System: Capturing all information in the system, preparing various reports and submitting the same to the management, preparing MIS on monthly /quarterly/yearly basis
Payroll: Responsible for the development and and implementation of payroll operations policies to ensure that the company is in compliance with local rules and regulations. Adopted new processes that streamlined the reporting procedures, reducing the human error by 95%. Successfully created, reviewedand distributred various payroll reports to support financial projections,audits, HR reviews and compliance issues.
Administration:Obtaining attendance details from all Dept. Heads, collating the details about Loan and advance details from accounts and checked all payables and receivables and deductions. Managing the task like Leave Ticket Booking, Business Ticket Booking, applying and obtaining the visa. Arranging the pickup and drop facility, SIM card for the employees.

Facilities Management:Maintaining the hygiene of the cooking facility,upkeep of the company accomodation – properties etc, cleanliness, bill paymnets, resolving any discrepancies in the  exixting process or any discrepancy raised by the employees.
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Work Experience
Dec’16 – upto now as Freelancer HR Consultant

Oct’09 – Mar’16 with Technical Supplies International Co LLC, Rusayl as H.R. & Administration Manager 
Jan’08–Apr’09 with Al Ansari Trading & Contracting LLC, Ghala as H.R. & Administration Manager

Sep’06–Oct’07 with Oyoun Education LLC, Al Khuwair as H.R. & Administration Manager

Aug’01–Aug’06 with Al Hassan Group of Companies, Wadi Kabir as H.R. & Administration Executive
Key Result Areas:
HR

· Developing and implementing procedures including communication plans, performance reviews, new hire orientation, training programs, compensation & benefits planning and talent assessments 

· Conducting employment interviews and termination exit interviews and subsequently compiling and distributing acquired information 

· Assisting managers in the identification of training & development requirements and solutions from individual to strategic level
· Managing joining formalities (letter of offer, service agreement bond, induction) as well as exit formalities (clearance form, full & final settlement, relieving & experience certificates) for the employees

· Surveying organizational employees for assessing employee motivation, expectation & grievances and sharing plan for remediation
· Coaching, advising and influencing management on operational, organizational development, and policy issues; creating and interpreting policies and crafting recommendations in compliance with local, state and federal labour regulations; resolving employee relations issues

· Directing critical HR programs encompassing benefits/compensation, staffing, organizational development, employee relations, and regulatory compliance
· Recruiting effectively for new & existing processes by establishing robust processes, and ensuring timely availability of people resources with right skill sets in the most optimal & cost effective way
Administration
· Liaising with govt. officials in various ministries including Ministry of Labour / Immigration/ Economic / Health Depts. and maintaining excellent relationships with them 

· Supervising various administrative responsibilities like accommodation, transport, medical, ticketing, and personnel accident insurance coverage for new employees

· Handling all administrative activities like maintenance of office equipment, transport, housekeeping & maintenance of office and record keeping of stationery including various formats and handling PR activities

· Overseeing staff welfare mess, pantry, canteen for staff and labour; monitoring adherence to statutory regulations & compliance with various governmental agencies; monitoring disciplinary issues & legal matters

Significant Accomplishments:
· Set-up the Omanization percentage and job role to all Business Heads and ensured adherence to attain the Omanization Goal with the most appropriate talent; represented career progression to Omani Staff

· Awarded Certificate of Appreciation ‘Star Leadership Award’ in the year 2012-2013 for maintaining employees satisfaction
· Honored with ‘Outstanding Contribution Award’ in the year 2014 

· Interfaced with Management and Heads of Department for implementing HR policies & procedures in line with core organisational objectives; driving the implementation of the HR practices at Unit Level and conceptualising effective initiatives through Group Interactions, Brain Storming Sessions, Opinion Surveys, etc.  

· Facilitated Organizational Development (OD) plans for designing and implementing HR strategy as per the overall business strategy and involving in formulation of HR Policy and communication strategy

· Successfully led the Omani team in HR & Admin Function and Counseled the employees towards self-development which resulted in improvement employee satisfaction

· Mastered the software and incorporated many customized reports and managed exemplary projection of leadership 

· Addressed the grievance of Employees/Management in the right process and conveyed in the best interest of the company and employees

· Maintained the recruitment success rate of over 90%

Personal Details

Nationality Indian

Born 5th November 1978

Marital Status: Married
Holding Omani Driving License

Sayed-389072@2freemail.com 
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HR CONSULTANT WhatsApp +971504753686 / +971505657275

Human Resource, Management, Market Research & IT Consultancy.
Web Portal | Public Networking Service | Digital Marketing | Web Design

Job Posting | Recruitment | Website Design | Digital &-Marketing | 150 Certification
CV Writing | CV Distribution | CV Highlight | Video CV | Certificate Attestation | Visit Visa

Guif Business Offer NRI Fund Advisor

Equly Resacrch - MutuolFunds - Insuronca - Loons

enerating Proftable Leads by Networking
ieferes i

SecondHandBuySell.com

it iy MOTILAL OSWAL

First Impression Professional Services
Office No 203, Shree Balaj Helghts, C.G. Road,
Ahmedabad, Gujarat, India

First Impression Management Consultancy.
Post Box No 44062, Dubal
United Arab Emirates
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SAYED


Seasoned professional with proficiency in mastering HR situations, highly knowledgeable in a wide variety of professional disciplines and an expert at implementing HR; targeting senior level assignments in HR / Administration with a reputed organization�











TECS - HR & Administration Manager


   Oct’ 09- Mar’16








Oyoun Education LLC. H.R. & Administration Manager�Sep’ 06-Oct’07








Jan’08-Apr’09��Al Ansari Trading & Contracting LLC. H.R. & Administration Manager











Aug’01-Aug’ 06��Al Hassan Group of Companies as H.R. & Administration Executive














