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SHAD 

Human Resource Professional

shad-404952@arabianjobseeker.com 
Mobile: 0504753686
                                                                    HR PROFESSIONAL
Recruitment & Selection ~Training & Development ~ Grievance Handling  
Versatile, high-energy professional, successful in achieving business growth objectives within turnaround & rapid changing environment
3+ Years of work experience in Saudi Arabia
	CORE COMPETENCIES

HR Operations
Recruitment & Selection
Job Evaluation
Talent Strategy & Development

Cross-Functional Coordination

Performance Management

 Grievance Handling  

Orientation & On-Boarding
	PROFILE SUMMARY 

· A vibrant performance-driven professional offering nearly 13+ years of rich experience in ensuring smooth running as well as enhancement of centralized HR process operations in alignment of the same with business operations”.
· Strategy architect credited with implementation of innovative path-breaking HR initiatives to streamline processes & capitalize on organizational                              growth opportunities.
· Drove the recruitment process, devised various strategies and implemented recruitment innovations to ensure a successful search in a given time frame.
· Experienced in manpower planning & talent management with demonstrated skills in recruitment along with other corporate HR related functions viz. interviews, on-boarding, induction, onsite / inclusivity, advancement planning, redressal issues, communication calendars, exit interviews, so on.
· Maintaining effective employee relations with staff across all levels on day to day matters through career counselling, role enrichments, feedback sessions & settlement proceedings; effective in enabling / empowering employees to voice their opinions / grievances on a common platform.
· Excellent ability to relate to stakeholders communication in a cross-cultural set-up (Vendors, Consultants Local & Government Authorities, so on).
· Capabilities in providing transformational HR solutions for multiple requirements; proficient in driving change management for bringing effective people management advantage to the business.





ORGANIZATIONAL EXPERIENCE

June’14- till date
Engineering & Construction Company , India.
Growth Path:

Sep’15 – till date

HR & Admin Manager.                                 
June’14-Sep’15

HR Supervisor. 
Dec’10-Apr’14

ZAMIL (O&M), Jubail , Saudi Arabia
                                                 HR Supervisor          

Jul’05-June’10

R.K CONSTRUCTION Company, India.
Growth Path:

Feb’07-Jun’10

HR Officer.      
Jul’05-Feb’07
                HR Executive                                     

Key Result Areas:

· Spearheading the entire gamut of HR functions for the employee business unit entailing recruitment & selection, talent acquisition, manpower planning, performance management & implementation of HR policies.
· Designing, developing and maintaining the recruitment process in the organization including its description, recruitment measurement definitions and so on; managing the screening & short-listing of profiles as per                              the requirements.
· Administer employee agreement, keep, maintain and update job responsibilities, increment and renewal of contracts.
· Communicate HR policies to staff in a timely and effective manner.
· Conducting employee orientation and facilitating newcomers joining formalities.

· Maintain the employee leave management system and verify & update employee records. 
· Map out training plans, design and develop training programs.

· Responsible for preparing and updating employment records related to hiring, transferring promoting and terminating.

Highlights:

· Process and review employment applications in order to evaluate qualification or eligibility of applicant.
· Filled all positions by extensively utilizing innovative recruitment strategies with minimal usage of agencies; reduced agency dependency.
· Conducting employees training and development activity, responsible as Training Co-ordinator. 
· Assess training needs for new and existing employees and map out training plans for individual employees.
· Assisted in performing reference and background checks, interviewed and selected employees, prepared and sent offer and orientation packages.
· Ensures planning, monitoring and appraisal of employee work results by training managers to coach and discipline employees, scheduling management conferences with employees, hearing and resolving employee grievances, counselling employees and supervisors.

· Maintains human resource staff job results by counselling and disciplining employees, planning, monitoring and appraising job results.

· Maintains a pay plan by conducting periodic pay surveys, scheduling and conducting job evaluations, preparing pay budgets, monitoring and scheduling individual pay actions, recommending, planning and implementing pay structure revisions. 
· Established recruiting requirements by studying organization plans and objectives; interfaced with the managers to discuss needs.
· Process Documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluation).
· Responsible for managing and conducting annual performance appraisal and addressing appraisal related queries.
· Responsible for employee grievance handling, resolving employee queries related to HR policies and daily routine activities.
· Successfully introduced pre-employment Aptitude and Reasoning ability test in Zamil, Saudi Arabia for different specific positions.
· Overseas & facilitates resources management and admin procedures and documentation.



ACADEMIC QUALIFICATIONS
· Bachelor of Computer Science from Poona College of Arts, Science & Commerce, University of Pune, Pune in 2005.
· Diploma in Human Resource (HR) from ALISON (Advance Learning Interactive Systems Online), Ireland in 2016.
Other Courses:

· Human Resources (HR) from Open2Study, Australia in 2016.
· Modern Human Resource Management – Recruitment and Selection Process from ALISON (Advance Learning Interactive Systems Online), Ireland in 2016.
· SAP (HR) ERP 6.0 from IQRA SOFT, Jamshedpur, India.


CERTIFICATIONS

· Master Certificate in Employment Management from Masterclass Management.com, USA.
· Human Resource Certification (Expert Level) from Expert Rating Solutions, USA.
· Employability Skills Aptitude Test (E-SAT) Certified from IACM, New Delhi.
· IQ  Certified from Brain measures Online Certified Company, USA.
· Aptitude Test Certified from Naukri.com, India.
· ERP (Enterprise Resource Planning) Test Certified from Brain measures Online Certified Company, USA.


PERSONAL DETAILS

Nationality: 

Indian
Date of Birth:

11th November1981
Marital Status:

Married
Languages Known:
Arabic, English, Hindi & Urdu.
Visa Status

Company should provide currently I am in India
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Helping you to search best jobs & talent since 2002
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ANUP P BHATIA
HR CONSULTANT WhatsApp +971504753686
feedback@arabianjobseeker.com

Office No 568 Dynamic Business Center Abu Baker Siddque Metro Station, Deira, Dubai, UAE

Human Resource, Management, Marketing Research & IT Consultancy

Portal Services | Public Networking | Social Media Digital Marketing | Web Designing

CV Writing & Distribution | CV Highlight | Video CV | Certificate Attestation | Visa Service
Job Posting & Advertisement | Staff Recruitment | Business E-Marketing
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