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	Professional summary
HR Manager with strong people leadership, proven track record with development solely sales closure combined with cultural adaptability with the ability/propensity to operate in a fast-paced environment (multi-tasking, risk-taking, driving quick decisions, and generating passion for the business' goals in the wider team) a “can do” attitude, An HR with extensive experience of Sales Relationship Manager, with managing minute details in organizing with solid understanding of the skills and knowledge the position entails.  
Work history
Real Estate Development – HR Manager 
08/2022 - Current
· As direct report to Group CEO/MD, collaborate with MD in charge of strategic prospecting to develop and implement business strategies.
· End to End of HR process and setting up team, & hiring agents.

· Possess comprehensive understanding of UAE real estate market, covering areas such as off-plan, retail, resale, and more.
· As Sales Relationship Manager Managed more than 50 calls per day, increased sales, client meetings and build strong network with real estate agents, site contractors, and other professionals in real estate community.
· Take charge of lead generation and oversee entire process from start to finish to successfully close deals.
· Manage team and work closely with other departments to ensure timely payment and accurate documentation.
ORAXEL SOLUTION FOR GENERAL TRADING AND CONTRACTIN - HR & ADMIN OFFICER
08/2021 - 07/2022
· Oversee all HR and administrative functions for medical firm with workforce of 200+ employees.
· Manage payroll processing, employee benefits programs, job descriptions, and recruitment process, including interviewing, training, and onboarding new hires.
· Develop and implement company policies and procedures, introduce HRIS management, and performed personnel and increased administrative management functions such as position management, outreach and recruitment strategies, LER, worker's compensation, and performance management.
· Skilled in negotiating win-win compromises, developing team-building programs, and drafting personnel manuals, corporate policies, job descriptions, and management reports.
· Manage leave and attendance, corporate policies, and management reports, while successfully implementing WPS for streamlined payroll processing.
· Involved in all legal affairs of company, including deep understanding of UAE labor laws.
ACE GROUP OF COMPANIES - HR OFFICER
07/2019 - 06/2021
· Managed database of over 600 employees in region, serving as Resource Steward responsible for overseeing invoices, monthly payroll, petty cash, medical insurance claims, and workmen's compensation claims.
· Addressed employee relations issues related to harassment allegations and work complaints, updated HR documents such as organizational charts, employee handbooks and directories, and performance evaluation forms.
· Led HR operations strategies such as talent acquisition, recruitment, background verification, source networking, market mapping, candidate attraction, and client management. Conducted COVID-19 tests for over 650 employees efficiently during pandemic situation.
· Deployed employee feedback dashboards to automate collection of workforce morale data and tracked employee yearly KPIs while maintaining performance matrix and score sheet. Assisted with internal and external audits related to employee management and risk assessment.
· Introduced engagement surveys to monitor employee health and potential liability concerns and created new reports such as Master Tracker, Attrition's, Staff Strength, Attendance Monthly, Over Time, and Incentives. Conducted exit interviews and feedback sessions to gather valuable insights.
· Utilized HR Management System software to maintain employment records such as hiring, termination, leaves, transfers, and promotions, and implemented effective data management practices.
Interface Transworld - EXECUTIVE SECRETARY
Dubai 
05/2017 - 06/2019
· Managed travel schedules of both CEO and Managing Director, coordinating all travel arrangements with precision and timeliness, ensuring seamless and efficient travel.
· Coordinated and managed all mail correspondence for staff and management, overseeing postage meters, delivery, and courier services, resulting in streamlined operations and effective communication.
· Worked collaboratively with administrative team, human resources, and finance departments on special projects and events, showcasing exceptional teamwork and communication skills.
Babajob Services - HR OPERATION SPECIALIST
Bangalore 06/2015 - 03/2016
· Supervised team of five workers, Managed end-to-end HR operations from pre-joining to Exit process 
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Dubai, UAE 
Dubai UAE 
+971504753686
Maria-405370@2freemail.com 
Permit : UAE Driving License
Skills
· Talent Management
· Business Development
· Medical Insurance management
· MS-Office (MS-Word, MS-Excel &
· PowerPoint) and SharePoint, ERP,
· HRIS, Basic SAP
 
· Counselling, Organizational skills
· Payroll, Performance evaluation &
· Appraisals, Employee management
· Operations Management, Client
· Client management
· Talent Management
· Business Development
· Medical Insurance management
· MS-Office (MS-Word, MS-Excel &
· PowerPoint) and SharePoint, ERP,
· HRIS, Basic SAP
· Counselling, Organizational skills
· Payroll, Performance evaluation &
· Appraisals, Employee management
· Operations Management, Client
· Client management
 
 

Education
2011 - Bangalore
BEL First Grade College 
Bachelor of Business Management 2015 
Banjara Academy
Bangalore, SKILL 
Diploma : Counselling 
2021 ALISON 
Diploma : Modern Human Resource Management 
 
 
Certifications
Certified from London school of Hygiene & Tropical Medicine 
“Tackling the Novel Coronavirus”. 
“Certified First Aider” 
 
 
Languages
English, Urdu, Hindi, Tamil, Malayalam
Experience in India 
First American India Pvt Ltd - HR EXECUTIVE- Bangalore
10/2011 - 05/2015
· Successfully managed end-to-end recruitment processes, ensuring seamless and efficient transactions.

· Developed and managed comprehensive database of over 4000 employees across region, introducing new reports such as Master Tracker, Attrition, KPI, Staff Strength, Attendance Monthly, Over Time, and Incentives.

· Expertly managed all aspects of Employee Lifecycle Management, including HR Policy Development, Manpower Planning, Recruitment, Talent Acquisition, Training and Development, Performance Appraisals, Compensation, Benefits, Salary Restructuring, Incentive Programs, Payroll, Record Management, Employee Relations, Retention, and Exit Procedures.
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HR CONSULTANT

UAE: Off No 568 Abdullah Kambir Business Center Abu Baker Siddique Metro Station Dubai
INDIA: Office No 203, Balaji Heights, Chimanlal Girdhardas Road, Ahmedabad, Gujarat

Manpower Recruitment (Professionals + Labors) | Remote Workers | Job Advertisement
Job Search Assistance | CV Writing - Distribution | Visa Service | Certificate Attestation
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Providing Professional Services to Employers since year 2002

Authorised Foreign Representative of Licensed Manpower Agencies

Issue Demand Letter > Chamber of Commerce + Embassy Attestation >
Interview Candidates Online > Issue Visa + Ticket to Selected > Manpower Deployed
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PHILIPPINES
ANUP WhatsApp: +971504753686 ROWENA
HR CONSULTANT Nt @B o HR CONSULTANT

Hiring & Document Processing of Skilled Workers from Philippines

First Impression Management Consultancy (Est. Since year 2002)
Office No 568, Dynamic Business Center, Abu Baker Siddique Metro Station, Dubai, UAE
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ANUP P BHATIA www.abeis.in / contact@abeis.in
IT CONSULTANT WhatsApp: +971504753686 / +919979971283

INDIA: 203 Shree Balaji Heights, C G Road, Ahmedabad, Gujarat, India
UAE: 568 Abdullah Kambir Business Center, Abu Baker Siddique, Deira, Dubai




