SATYANARAYANA
E-mail: satyanarayana.52088@2freemail.com 
Seeking senior level assignments in Human Resource Management with leading organizations

CAREER PRECIS 

· A dynamic professional with 9 years of rich experience in Human Resource Management with leading organizations. 

· Last Associated with Akar Technical Services Co. LLC, Dubai as Asst. HR Manager
· Proficient in managing HR functions viz., recruitment and selection, screening, offer as well as pre-joining formalities and also scheduling interviews. 

· Successfully introduced various formats pertaining to appointments, service agreements & others.

· Adept at people management, negotiation with union, maintaining healthy employee relations, handling employee grievances thus creating an amicable & transparent environment.

OCCUPATIONAL CONTOUR 

Oct 10 To Till date with Venkatsai Enterprises, India as Asst. Admin Manager
Reporting to Managing Director, Responsible for HR & Administration issues. 
Responsibilities 

· Monitor all the branches(23) for various Administrative Issues. And look after the smooth operations of all branches.
· Search the suitable lands to establish the VSE Branches and Service Workshops.

· Purchase of New Lands and do the total Registration process of in Registration Dept. And other concern Govt. Depts.
· Handle the total construction of various VSE Branches and Service Workshops like DRM, JGL, Kathalapur and By Pass Land at Bommakal.
· After Purchase of VSE Lands and do the Process of Motivation ( Jamabandi ) in MRO Dept.

· Convert VSE Lands from Agriculture to Commercial in RDO Offices and in Panchayat Offices.
· Process of Permissions / Approves to construct in Town Planning Dept.
· To look after All VSE Vehicles ( Four Wheelers and Two Wheelers) branch wise regularly and the vehicles taxes & insurances timely.
· To handle other Administration issues.

· To involve in various HR & Admin Activities

Jan 08 to Feb 10 with Akar Technical Services Co. LLC. Dubai as Asst. HR Manager
Reporting to Executive Director, Responsible for Total Visa Formalities and to monitor, update the manpower requirement status day to day basis according to company requirements.
Responsibilities 
· Organizing induction and orientation programmes, completing joining formalities, issuing of ID Cards, Introducing the new joiners to the respective departments.
· Processing of Visa Formalities like apply visit visas, Employment Visas and coordinate with PRO for further visa stamping of Employees.
· Employee Induction, Processing Advance (medical, initial salary etc)

· Notification of Employee document renewal/expiry

· Approvals on Employee Service Agreement renewals.

· Employee document renewal / cancellation processing (visa, work permit & contract.)
· Streamline, manage and ensure time bound manpower sourcing.
· Company’s business strategy, plan and co-ordinate recruitment and selection activities accordingly.
· Expedite mobilization of recruitment positions on a prioritized basis.

· Brief applicants on their employment conditions, contract and ensures to obtain their acceptance.

· Coordinate with further Technical Interview with Technical Team, ensure applicant knowledge should test in Site Trail.
· Prepare Employment Offers and Confidential Agreements to the selected candidates and ensures candidates sign the Offer for acceptance to work for the company.
· Processing hiring formalities such as internal employment procedures.

· Monitor grievance management, expectations and understanding of roles and people within a location.
Nov’06 to Feb 08 with Jerry Varghese International Ltd., Hyderabad as Sr. Recruitment Executive
Reporting to Group Manager, Overseas Manpower Recruitment for Industries Like Oil & Gas, Power, Petrochemical, Fertilizer, Refineries, Medical & IT companies for all categories.  Countries like Qatar, Saudi Arabia, U.A.E, Kuwait, Oman and Bahrain.

Responsibilities 

· Action Plan for sourcing candidates as per the client requirement.

· Recruit categories like Managers, Engineers, Doctors, Nurses, Supervisors, Foreman, Technicians & Skilled Workers (In field of Mechanical, Electrical, Instrumentation, Medical & Civil as well as IT requirement).

· Identify & locate potential candidates through headhunting, advertisement in various jobs sites, newspaper, network, referrals, and database. Plan the screening, searching & selection process through Predictable Performance System.

· Preparation of daily Ad analysis reports, Candidates short-listing Status reports, consolidated reports, Interview Review reports, Final Selection reports.

· Scheduling and arranging candidate’s interview with clients (foreign delegates. Follow-up with the client as well as the candidate till position closure.  

· Handling Recruitment cycle independently.  

· Maintaining good relationship & Negotiating with client and candidates.

Oct’04- Nov’06 with Kharafi National W.L..L., Kuwait as HR Officer
Reporting to Manager (HR), responsible for conducting interviews & induction classes for new joiners and I worked for 3 different projects for arranging requirements of
· Electrical &Mechanical Maintenance Project, 

· KOC North Crude Oil Export System, Abdally
· Replacement of Water pipeline Networks etc. 

Responsibilities 

· Recruit the people according to the company needs.

· Participate in a small team of personnel in an effective and efficient way.

· Deliver an effective HR service through efficient planning and execution of work processes.

· Maintain professional confidentiality regarding employee personal and company-sensitive information.

· Assist HR related work like Training & Development, performance appraisal etc. 

· Coordinating for medical / insurance for employees. 

· Manage and maintain personnel records in accordance with company procedures.

Aug’01- Oct’04 with Karimnagar Dist. Coop. Milk Producers Union Ltd.,(Vijaya Dairy) Karimnagar AP as HR & Administrative Officer

Reporting to the Manager, Serve as a central point of liaison with other department in the resolution of a variety of day-to-day HR concerns. Handled the dept. independently, managing Administration. 

Responsibilities 

· Keeping a track of administration activities 

· General Administration 

· Handling expenses and stationery levels at the office. 

· Coordinating with different vendors/contractors 

· Adherence to lead times for arranging basic facilities for employees 
PROFESSIONAL CREDENTIALS 

· M.Sc from Marthwada University, Aurangabad, Maharastra.

· B.Sc from Kakatiya University, Andhra Pradesh.
· Diploma In Software Management from APTECH Computer Education, Karimnagar .
SOFTWARE EXPOSURE

· Operating Systems

:   Windows 2003, 2000,XP, NT/98 and 95

· ERP



:   SAP CRM (Base customizing, Marketing, Sales and Service)

· Programming Languages
:   C, C++, COBOL, Basic

· GUI Tools


:   Visual Basic 6.0 and VB.NET

· RDBMS Tools

:   Oracle & MS SQL Server 2000

PERSONAL VITAE       
Date of Birth

:  18th, July 1977

Religion

:  Hindu

Nationality

:  Indian

Present and 

Languages Known
:   English, Hindi, Telugu and Arabic (Basic)

Marital Status

:   Married (8 years Son)[image: image1.png]









