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Faizal 
Indian National with  9+ years in Recruitment & Human Resource Administration experience within  UAE  &  India 
Email: faizal-397357@gulfjobseeker.com 

 Visa Status  : Employment   
Specializations: HR Generalist; Recruitment & Selection, Retention; Talent Management & Talent Acquisition; Compensations & Benefits; Employee Relations; Performance Management; Human Resource Information System; HR Administration (UAE Based)
Industry knowledge & experience: Facilities Management, Fleet Management and Parking Services ,Construction, MEP ,Oil & Gas; Catering; Staffing Solutions; BPO.
Clients:  Major Oil and Gas companies (UAE), Etisalat, MOH, Mosanada,  Major Star Hotels in UAE., 
Results focused: Reduced Agency dependency to almost 0%. An average of 92% of Recruitment targets were met ensuring candidates of a high quality were hired within the given deadline. 98% retention targets met.
Payroll/HRM Systems: Knowledge and experience of SAP Module , Oracle, MS Office Packages.

Major Accomplishment and Achievements :
· Recruited 20,000 + employees with a stiff target of 200+ employees per month.

· Department Set up : Established HR Department from Scratch.
· SAP Administration ( HR Module )
· Due to my initial SAP Master Updatation delay in salary process was reduced to large extend.
· Have a major responsibility for establishing   HR department from scratch.
· Played a key role in establishing 4 Joint venture and successfully formed the HR.
· Effectively managed all the visa process and liaison work for 6 vertical as a single point of contact.

· Reduced manpower costs by right sizing employees and doing internal transfers.

· Reduced recruitment costs by sharing an applicant database at multiple locations.

· Awarded 2 times 1. Best HR practice among the divisions 2.  Best Employee award 2010.

· After implementing SAP reduced huge paper works and done a effective documentations in SAP

· Due to effective follow up with HRM and  Third party vendors  reduced visa laps , and unnecessary penalties

· Developing and Maintained relationship with 25 vendors (Agencies) , Candidates and partners/Management.

· HR Transition project ( Stipulated Assignment : Jan 2012)
Worked on a high-intensity assignment for ETA Star Group, for their HR function & Operations for an   Outsourcing company, in Chennai.  Involved  in designing & implementing HR Transition Plan for  Recruitment, On boarding, probation/ salary correction/promotion, Time & leave management, Transfer, General Administration, Performance Management & Training.
· Worked Closely  with Musanadha client for the assignments from Recruitment , Onboarding , Mobilization , Logistics Coordination , Camp administration , and employees personnel administration .
· Closed crucial positions of Major Rig project (Catering), and Technicians based on this we awarded two more Rig projects for the same Client.

· Developed a user friendly Application tracking system which was much beneficial to the entire operations manager.
  Core Competencies and Skills   :



-    Recruitment, -   Talent Acquisition Exposure in SAP HR,
 -   HRMS Database Administration



-   Performance Appraisal KPIs & KRA settings

-   People Management & Leadership skills

-   Liaison with Govt., Agencies, Embassies & Consulates for visa process .  


-   Statutory & Legal Compliance


-   Compensation & Benefits Management

-   MIS & Data Management.

-   Employee Counselling   , Welfare  , Employee Engagements

Career History 
         Position IV

:         Corporate Executive HR & Admin   From ( Feb  2018 to  Till Date)

                          Industry                       :         Facility Management  ,  Integrated Parking Services  ,Fleet Management 
· Overseeing and supporting recruitment activities through E-Portals, Manpower Agency, Walk In , Candidates referral. 
· Responsible for 1800 staffs Wage management from updating system , Attendance maintenance , Creating new account with coordination of Exchange for WPS process ,Attending the grievances and fixing their issues and updating the details in ERP software accordingly .
· Reporting the corporate HR Manager regarding daily updates and transactions in corporate HRM. 
· Working closely with PRO’s, to ensure timely and accurate provision, renewal and cancellation of visas and contracts renewal and the relation documentation for new onboarding process.
· Responsible for offboarding: Coordination with PRO for cancellation and with Accounts for their full and final settlements.
· Responsible for sorting out legal cases like police case, court case, with coordination legal departments.
· Updating and Maintaining HRIS, 
· Coordinating with QHSE and Training for newly arrived staffs for their training and orientation. 
· Overseeing and ensuring the timely, accurate provision of letters and other internal communications

· Ensure staff data is kept up to date and personnel folders are accurately maintained.
· Managing and contributing to the HR dashboard, reporting on key data to the management team

· Front line employee support, including issue resolution, grievance, manage the exit process including exit interviews

· Performance management; oversee the process of the yearly performance appraisals and appraisals during probation.
· Counselling / grievance handling of the employees to maintain a healthy work environment

· Systems implementation and improvement Vendor management.
· Follow up by calling on leave staffs and update the operation rejoining status of VPA   .

· Responsible for the performance appraisal of VPA and VPS  
                  Position    III              :   
HR Coordinator (Recruitment and Administration)     (Nov 2015 to Oct 2017)
                  Organization
      :   
National Corporation for Tourism and Hotel – Abu Dhabi.

                  Industry                      :   
Catering /  Service Support  for oil and Gas Companies
Key Responsibilities

· End to End Recruitment and Selection ( For In-house and Joint Ventures)
· Provide full recruitment support to the Staffing solution operation by job po​​​sting in E portals ,job adverts, references etc. Creating/updating job descriptions, creating/updating candidate trackers, running recruitment summaries, managing the applicant (CV) database, arranging all interviews and conducting junior to mid-level interviews, and assisting with contract production.

· Pre-Employment Screening process for all hires.

· Developing and maintaining relationships with agencies, candidates, and Partners/Management.

· Assist with feedback to candidates/agencies in a timely manner.

· Act as a backup for new starters and manage the on-boarding transition from offer stage up until their first day in the office.  Update and maintain all work flow in ATS –Applicant tracking systems.
· Visa Process and General HR Administration 

· Manage the full visa process in close conjunction with the PRO.
· Ensures and verifies complete necessary documentations of the selected candidates for CID and Employment Visa application prior to submission to the PR Department.

· Coordinates with PRO in terms of new visa application for both local and overseas, visa status change for local candidates and necessary follow up of the documents under CID approval.

· Follow up with Vendors regarding Visa and deployment status.
· Vendor  Management 

· Coordination with almost 20 Manpower supply agencies.

· Preparation of Demand Letter, Power of attorney, mutual agreements, and recruitment related documents

and Dealing with consulate, embassy, and government related sector regarding documents attestation.

· Follow up with agencies for Visa updates and Deployments.

· Escalation of issues to the agencies and shorting out the issues for smooth operation .

· HRIS ( Human Resource Information Systems)

· Accurate maintenance Manpower Software system and data for all employees.

· Updating the systems for initial hiring , Probation , Salary and Grade revision , Transfer , Promotion , Full and Final Settlement .

· Run and prepare reports from Manpower software.
· On Boarding & Employees Life Cycle Management 

· Circulate new joiner e-mails.     Arranging Induction.  Arrange all schedules, orientations, and relocations (flights, accommodation, and visas) and completed the induction/on-boarding during the first week for new joiners.

· Act as a backup for new starters and manage the on-boarding transition from offer stage up until their first day in the office. 
· Maintaining the online appraisal system, to make sure all records are up to date and correct.

· Facilitate all HR standard letter requests on a timely manner.

· Co-ordinate the annual license renewal with the PRO to provide all required documents to the Dubai Legal Affairs authority.

· Notifies concerned personnel (Operation Manager, Personnel staff, Driver and Accommodation In charge)  advise  the staff to ensure prior appointment is obtain for medical and other formalities required. 
   Position    II               :    
HR Coordinator (Recruitment)    (Feb 2015    to   Aug 2015) ( Six Month contract basis )
                  Organization              : 
Qurum Business Group- Dubai.     
                  Industry                     :   
HR Staffing Solutions/Construction /Facilities Management
· Recruitment /   Outsourcing   (support  external client through the staffing operations )
· Observe jobs to obtain information about job requirements.

· Using social media to advertise positions attract candidates and build relationships with candidates and employ.

· Advertising vacancies appropriately by drafting and placing adverts in a wide range of Media.

· Using social media to advertise positions attract candidates and build relationships with candidates and employers. 

· Headhunting, identifying and approaching suitable candidates who may already be in work.

· Receiving and reviewing applications, managing interviews and creating a shortlist of candidates, filtered/shortlist the CVs against the client’s requirements through screening and personal interviewing.

· Advise candidate regarding personal presentation at interviews and about their written applications and resumes. Preparing CVs and correspondence to forward to clients in respect of suitable applicants.

· Organizing interviews for candidates as requested by the client, informing candidates about the results of their interviews.

· Negotiating pay and salary rates and finalizing arrangements between client and candidates. Documentation of all the documents related to the Recruitment Division and Clients and producing it whenever requested by the Management.

· Keeping close contact with the client in order to be aware of all the Recruitment requirements of the client and their Recruitment drives.
· Working towards targets that may relate to the number of candidates placed, a value to be billed to clients and business leads generated. Developing a good understanding of client companies, their industry, what they do and their work culture and environment. Observe jobs to obtain information about job requirements.
        Position I             : 
 Executive Human Resource (Generalist)  (Feb 2008   To  Oct  2014)

        Organization       :   
 Emirates Trading Agency            - Dubai.

        Industry              :           Facilities Management / MEP 

· Recruitment & On Boarding 
· Responsible for recruitment of Blue colored workers and middle management staffs through various source like E-Portal, Social Websites, Referrals Etc.

· Maintaining the Service request for and getting approval from the concerns ,

· Reference check for candidates, Visa processing formalities.

· PRO Coordination for Labor and Visa approvals.
· Coordinating visa, travel and accommodation arrangements for new joiners.
· Conducting Reference Checks and Maintain connect with hired candidates till they join.

·  Schedule interviews & ensure timely delivery of assignments by applicants through.

· Responsible for informing the sites for the deployment details of new arrivals , 

· Coordination for their accommodation and transportation formalities , Medicals Etc.

· Arranging for Induction and Training programs for new arrivals.
· SAP Administrator HR Module  ( Employee life Cycle Management ) & HRIS
· Responsible to update data of  employee life cycle management  .

· Initial hiring data updating in SAP.
· Vacancy creation and Organization structure Maintenance, Actions like PA, PB, PBOM, PO13 .

· Personnel Action in SAP , Promotion , Transfer , Updates for salary and grade revision , Promotions, ETC

· Assist employees on requests for certificates, NOCs etc.

· Successfully hire and deploying bulk requirement on time. Updating their details in ERP
· Preparing and sending out of Offer Letters, Visa Request.
· Payroll 
· Maintaining payroll information by collecting, Calculating and entering data. 
· Updating payroll records by entering changes in exemptions .

· Processing  Adhoc allowances  for Abu Dhabi staffs , and updating the transfer details in SAP. 
· Vendor Management 

· Provided major support in dealing with almost 25 labor supplying vendors for visa coordination, legal document like demand letter , power of attorney , agreement and getting approval from concern consulates .
· Performance appraisal  
· Coordinating with Department  Heads in Company policy settings and  MBO Manage by objectives.
· wit employees as an one man contact for report collection of KPI , KRA ,MBO , and 360 Degree reports when and where.
         Academic Qualification
  


   M.Sc ( IT and Management )   Bharthidasan   University  2004  to 2006   
Personal details:

            

  Marital Status  

  :     Married

  Nationality        

  :     Indian

  Date of Birth     

  :     5th May 1982

  Languages

  :     Fluent English, Tamil ,Hindi and (Arabic manageable level)

I declare that to the best of my knowledge and belief, all particulars I have given are complete and true. I understand that any false declaration or misleading statement or any significant omission may disqualify me from employment and render me liable to dismissal if am offered employment 
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