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Anil  
Anil.98016@2freemail.com 
Objective:- 

· Strive to work in an environment that exposes me to a wide spectrum of situations that would contribute and to enhance my knowledge and skills gained in the field of Human resource and Legal activity in accordance with the latest trends and to be a part of a team that dynamically works towards growth of organization.
Skills & Abilities:-

· Good Communication & Interpersonal Skills. 

· Quick learner.
· Prioritize work & meet critical deadlines.
· Self-motivated to achieve quality and performance.

· Excellent understanding of business life cycle and ability to align with company vision and goal.
Professional Experience: 
Company
:    Aban Offshore Ltd./Aban Singapore Pte Ltd., Dubai. 

From

:    March 2009 onwards
Position

:    Senior Human Resource Officer.

Responsibilities  :
· Involved in the daily operations of the Personnel’s under the Dubai Office.
· Handling all the manpower requirement of the various rigs, coordinating the shortfalls and arranging for replacement of personnel’s as per future requirements.
· Facilitating the interviews of candidate with the line managers as per the CV received, and sending back the evaluation for further management approvals.
· Coordinating and assisting in forwarding the issuance of employment offers and other joining formalities to selected candidates, mobilization of candidates, new joinee induction.
· Involved in drafting policy for this region for final approvals.

· Preparing and collating the monthly MIS reports/tracking open vacancy position for the rigs in this region.
· Handling and processing all visa related requirements for the crew in coordination with PRO,                                                                                       maintaining the visa details
· Coordinating with airlines for tickets, hotels for stay of crew.

· Handling all employee related issues.

· Facilitating the pay roll process.
· Handling the overall administration related activities of the base office.
Company
:    Nico International, Dubai 
From

:    June 2006 till February 2009
Position

:    Human Resource Coordinator.
Responsibilities  :
· Involved in pre-screening, selection and recruitment of candidates for various departments and interacting with recruitment agencies for sourcing the right candidates.
· Involved in preparing offer letters for the newly recruited staff, collection of relevant documents for their visa application, handover the necessary documents to PR department for applying their visa, inform the candidates about their visa issuance and coordinate with Administration department for their other requirements.
· Serve as a facilitator for new employee orientation process. Provide clear and concise information on the company, culture, benefits practices and entitlements. Prepare the joining formalities for the new recruits, coordinate with HSE Department for their safety induction, Chart out the induction program for the newly recruited staffs both office and yard personnel and arrange meetings with the concerned departmental heads to brief about their work. 
· Coordinate with HR Manager/Line operating Managers in conducting the Performance appraisal of the employees who are near-in completion of their probation period and collect the feedback from the respective Department heads, and issuing of confirmation letters.
· Preparation of MIS report of the whole organization by collating records, updating the insurance records of all employees.

· Involved in maintaining and updating of the personal records of each employee and update the papers in their respective file.
· Coordinating and supporting the monthly payroll process by providing required documents on a timely basis, process salary changes and promotion actions.
· Handling all employees’ grievances.
· Handling all the disciplinary issues.
· Monitor and management of leave balances and coordination of travel bookings through travel agent. Maintenance of attendance records. 
· Preparation of Full and Final settlement and taking feedback of employees to help the organization improve on its Human resource functions.
· Handling Hotel booking for guests.

· Coordinating with advertisers to place recruitment advertisement.
· Creation of Local purchase orders.

· Coordinating with external offices (Etisalat, Emarat, DEWA and other offices).

· Maintaining and updating the time sheet reports & entries.

· Coordinating in mobilization of personnel’s for assigned jobs.
Company
:    Industry Networks, SAIF Zone, Sharjah.         

From

:    May 2005 to May 2006
Position

:    Coordinator/ Customer Service Executive.
Responsibilities  :
· Verifying entered data with a high degree of accuracy.

· Review input documents for completeness, legibility, compliance with established procedures and apparent accuracy; trace sources of error and return to originating department for correction, if required. Provide training to users. 
· Providing Customer service to clients and solving their queries, training customers about the usage of the product, conducting presentations, developing strong professional relationship.

· Analyze different sources of media for information on projects, products, companies, events related to construction industry.

· Update already available data on a regular basis.

· Responsible for handling all administrative tasks for the department and employees. 
Company
:          All India Reporters Pvt. Ltd. (A leading legal publisher), India.   

From

:          May 2004 to March 2005

Position

:          Proofreader/ Analyst


Responsibilities  : 
· Proofreading of journals, Judgments, analysis of case laws and creating index for the newly developed CD comprising of all case laws from the year 1950.

· Providing Customer service to clients and solving their queries, training customers about the usage of the product, developing strong professional relationship.

Company
:          Advocate.R.R.Pillai   

From

:          Sept.1997 to March 2005
Position

:          Associate Advocate

Responsibilities  :
· Prepare and draft legal documents, letters, notices, and correspondences independently for the clients and maintaining files and documents.

· Assisted with legal procedures and policies for various tasks.

· Maintaining relations with clients & handling all incoming queries.
· Compilation of all the Civil/Administrative/Labour law & regulations.

· Involved in legal research on the various amendments and updating the office on laws and regulations.
· Ensure all documents are verified thoroughly in respect of all required legal formalities before filling before the court.
· Routine office administration and secretarial duties.
· Personal appearance before several authorities regarding legal matters.
Educational Qualification:

1999 – 2001 Completed Master of Labor Studies from Regional Labour Institute, Nagpur University, Maharashtra – India.

1992 – 1997 Completed Bachelor of Laws from Nagpur University, Maharashtra – India.

Computer Knowledge:
MS Office, MS Word, MS Excel. JD Edwards (ERP), Internet & E-mail

Personal Details:
Nationality
  : Indian 

Sex
 
  : Male

Date of Birth
 
  : 29th April 1974

Marital Status
            : Married
Visa Status

  : Employment visa.

Languages Known
  : English, Hindi, Malayalam, Tamil, and Marathi
Driving License

  : Holding valid UAE driving license.
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