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	Career Summary
	

	
	

	
	Extensively skilled, competent and result-driven HR professional with over 15+ years of experience in Human Resources with an exceptional track record in:

Performance Management  
Organizational Development

Compensation & Benefits 
HRIMS
ER & Career Development
Manpower Planning
Well versed in UAE Labor Laws
HR Administration
Talent Acquisition
Labor Administration
Expert at handling the entire gamut of HR activities with extensive experience in Middle Management Level Human Resource Management across various Industries such as Manufacturing, Hospitality & Retail, Infrastructure and Construction.  

	
	

	
	Career Objective
	

	
	

	
	To obtain a leadership role within a growth-oriented organisation that will leverage my experience as HR Generalist. To develop and implement the policies and procedures aligned with the organisational objectives. With over 13 years experience in UAE and currently handling a work force of 500 employees in a manufacturing unit since 2011.

	
	


	
	
	

	
	Professional Experience
	

	
	

	
	Metallic Equipment Company, LLC, Sharjah                                                                                            March 2011 – Till Date
Manager HR
· Manpower planning and Budget on a quarterly basis
·  Handling recruitment Both Overseas & Local

·  Conduct Employee Induction for all levels of employees.
· Successfully implemented ERP 
·  Prepare Job Description & KPI’s.
·  Responsible for employee manual and HR Policies.

·  Prepare Annual HR plan, review the same on a monthly basis and ensure implementation

·  Preparing Training Budget, Training Calendar for the year and implementing the same.

· Conducting Job Analysis, Preparing Job Descriptions & KPI’s for all  positions and reviewing the same on regular basis

· On time assessment of Performance management, reviews as per HR Calendar 

·  Monthly reviews and analysis on PMS and reporting to the management. 

·  Submit monthly HR Reports to the Management.

·  Employee Relations and Grievance Handling

·  Exit Interview and Exit Formalities

·  Address Quality Audits – IMS

· Closely working with OD consultants for Organizational restricting and OD interventions.

· Organize Employee Engagement activities – like Sports Club and Cultural Club.

· Liaise with the PRO for New visa’s and periodical renewal of Labor card and Residence Visa. 
WS Atkins India & Middle East, Dubai                                                                                           July 2006 – October 2010
Manager - HR                                                          
· Recruitment, Selection, Conducting Test & Interviews was a major role

· Was instrumental in setting up the Global Design Centre in Bangalore.
· Designed an induction programme, manual and welcome kit for the new recruits and was a responsible for induction of new recruits.

· PMS, and reward and recognition programs was a major role.

· Identify training needs of the staff in consultation with their respective Managers and accordingly organize training for the staff.

· Introduced Campus recruitments to reduce the cost of the company

· Handling Visa process 

· Apart from the routine HR functions and ensuring compliance statutory requirements
MAPAL India Pvt. Ltd., India                                                                                                                  January 2004 – June 2006
Manager – HR

· In-charge of the entire set up of the HR Department

· Recruitment, Selection, Conducting Test & Interviews was a major role

· Induction of the new recruits.

· Designing and developing Employee Manual, HR Policies and Procedures.

· Training and development. 

· Apart from the routine HR functions, General administration was also a major role.

· Handling Visa process and interacting with the Embassy

· In-charge of Staff welfare – Canteen, Transportation and other facilities.

· Maintaining all statutory records pertaining to the respective departments.
Adarsh Developers, India                                                                                                     September 2003 to September 2004
Sr. Executive – HR & Admin

· Recruitment, Selection and Induction – Entire cycle 

· Assist Management in designing their HR policies

· In charge of the entire HR cycle.

· Was in charge of setting up of HR Department in our Project also.

· Co-ordinate with the project and the H.O for smooth functioning of the activities of the organization.

· In charge of ISO documentation and was one of the Internal Quality Auditors.

·  In charge of Training for the staff - Identifying Training needs of the staff and accordingly co-ordinate with both     External and Internal Faculty.

· Apart from the HRD functions responsibility included facility and operations management

· Overall general administration and Employee Welfare is also a key area in the scope of work. 
TASMAC  (Training & Advanced Studies in Management and Communications Ltd.,), India           July 2002 – August 2003
HR Manager – Training & Recruitment

· Set up an Management and Training Institute in Bangalore

· HR consultants  to various Companies for imparting training in soft and behavioral skills 

· Consultants in designing the HR Procedures and Policies to various companies

· Also, in charge of overseas recruitment of students division in U.K. and Switzerland.
DTS Information Systems Pvt. Ltd., India                                                             August 2000 – April 2002
Assistant Manager – HR & Administration

· Recruitment, Selection and Induction: Entire cycle

· Performances Appraisal

· Exit Formalities

· Statutory Compliance: 

· General Administration

· Employee welfare activities
RPG Guardian Ltd. (Health & Glow), India                                                  November 1999 – July 2000
Assistant Manager – HR & Operations

· In charge of Recruitment, Training and Development 

· Performance Appraisal & Induction

· Office Administration

· Customer Support

· Statutory Compliance: Pertaining to ESI, PF, and Shops Act.

· Employee Welfare Activities

· In addition was in charge of operations. Was entrusted with the mantle of handling the Health and Glow Stores of Commercial Street to ensure the smooth functioning of the same.
MOBILINK (DSS Mobile Communication Ltd.),                                                                             August 1996 – November 1999
Senior Customer Care Executive
· Responsible for Corporate Accounts

· Update on documentation regarding quality of systems laid as per requirements of ISO 9001.

· Customer Support & Liaison

· Dealer management, product demonstration and processing orders. 

· Instrumental in organizing conducting Training Classes, Seminars and Workshops.
Professional Achievements
· Received appreciation letters in a short stint from my Seniors in UK and the Middle East in ATKINS

· Was promoted from Asst. Manager HR to Manager HR in MAPAL INDIA Pvt Ltd within 8 months

· Was promoted from Executive HR to Sr. Executive HR within a short period of 6 months of joining and was selected as one of the Internal Quality Auditors to ensure total compliance of ISO documentation by TUV at Adarsh Developers.

· Successfully set up a Campus for TASMAC at Bangalore on par with Pune Campus within a short span of 15 days to enable the University of Wales Validation Team and the British Accreditation Council (BAC) to inspect the Bangalore Campus for according Validation for all the University of Wales programmes.

· In a short span of three months, received two Appreciation letters from the Chief Executive Officer of RPG group for the outstanding performance and was elevated.
                                                                                              

	
	

	
	Education
	

	
	

	
	MBA in Human Resources
Mysore University, India.
Post-Graduation in English Literature
Mysore University, India
Graduate in Science
Bangalore University, India
Post Graduate Diploma in Computer Application                                       
SISI-WISE, India
	   2000– 2003
                          1995-1997
                          1990-1993
                          1994


	
	Trainings Attended
	

	
	

	
	· IMS – Numero Uno, UAE

· ISO Training by TUV-India 

· Internal Quality Auditors Training – TUV India.

· Leader in you – Success Group International.

· Positive Thinking –Stress Management – Accord International

· Short-term on-line programme on Labour Legislations.

· Data Maintenance & Time Management

· Customer Care Management

· STAR Programme (Specialized Training for Accomplished Retailers)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	Personal Details
	

	
	

	
	Date of Birth

Nationality
Gender
	01st June 1973
Indian
Female 

	
	Marital Status
	Married

	
	Languages Known
Visa Status

Driving License


	English, Hindi, Tamil, Telugu, Kannada & Malayalam

Valid UAE Residence Visa

Holder of valid UAE Driving License
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