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Shahine Memon 
Discovery Gardens, Dubai, United Arab Emirates
Cell phone: +971 50 378 5332
Email: shahine.mobeen@gmail.com
Personal Details:
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Date of Birth:
January 10, 1981
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Citizenship:
Indian                                                             
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Marital Status:
Married
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Visa Status:
Employment Visa (Transferrable)
Job objective:
· To contribute my knowledge, experience and HR skills to an dynamic organization that welcomes new initiative and dedication and demands excellence in consistently meeting business objective and exceeding standards.

Professional Experience:


flight  catering – Emirates Group
Dec. 2012 – Present                      EMPLOYEE RELATIONS ADVISOR
· Employee Relations support for the Emirates, in-Flight Catering division with 10,000+ employees at an active site with complex, high visibility programs.
· Conducted thorough, confidential investigations of complex employee issues; recommended course of action with effective resolutions that applied knowledge and understanding of HR guidelines and employment laws, ensuring compliance while reducing liability to company. Consistently met metric of <5 days KPI to complete investigation and close cases.

· Prepared a wellness activities proposal, and facilitated Lunch and Learn sessions, drop-in counseling appointments and activities in partnership with Benefits, HR Services, the EAP (Employee Assistance Program).

· Contributed to the development and implementation of corporate-wide policies, procedures, systems and initiatives.
· Performed exit interviews designed to highlight best practices and areas of improvement of management.

· Received and processed up to 400 employee relations grievances and inquiries (phone calls, emails, in-person visits) per month.

· Counseled employees and managers regarding interpretation and application of company policies and procedures, and relevant employment laws.
· Worked with business partners and human resources centers of expertise regarding employee relations policies and programs.
· Independently research, compile, and analyze data for a variety of internal and external reports.

· Liaising with Legal department and C&B Team to make effective decisions which impact final settlement of employees if they get terminated due to misconduct.

· Draft, review and make recommendations related to Involuntary Terminations.
· Provides day-to-day employee relations guidance to line management (coaching, counselling, disciplinary/grievance actions).
· Active member of Staff Welfare Committee, Handled staff party for 10,500 employees. 

· Database Management within Performance Management, Disciplinary, Rewards & Recognition, Exit Interviews, Probationary Reviews etc… to ensure HR Analytics delivery for business.

· Handled the contact tracing of employees who contracted Covid-19 and liaising with departments on quarantine process.
· Successfully handled EXPO project for the Company which included, Employee Relations, Talent Acquisition, Onboarding/Offboarding of employees and repatriation.
· Awarded as the Expo Hero Certificate for handling site based project for 6mnths.
Jan. 2012 – Dec. 2012
le royal meridien hotel abu dhabi

hr coordinator

· Reporting to Area Director of HR
· One point contact for the office, Handling an staff count of 400 employees.
· Actively handling payroll of all the employees, Making sure all new employees are added, promotions updates, sick leaves deducted if not entitled and closing of attendance.
· Co-ordinating new starter process ensuring organization of medicals, emirates IDs, driving license conversion etc is carried out in a timely manner by PRO.
·  Liaise with PRO regarding updates on Residency Visas, cancellation of visas and any visa changes. Must have a recordable system to keep track of all visas.

· Selectively screening and interview, Covers all domestic matters at the screening interview and checks minimum skills level. Arranging a second interview with HOD’s of other department.
· Sending Contracts to new joiners and arranging their travel, booking of Air Tickets and transportation from the airport.
· Deals with all staff welfare issues, including the provision of locker facilities, staff cafeteria and uniforms. Ensure all staff have their name badges & are neatly groomed as per Company policy.
· Ensure that all Departmental Managers operate with the terms of our disciplinary and grievance matters.
· Ensure compliance by staff to Company’s SOP and Job Description’s. Process all the monthly probations after the Department Head’s probationary review. 
· In conjunction with the Accomodation Manager, ensure all staff receive adequate accommodation according to their grade and entitlement.
· Laising with PRO/VISA Officer ensuring all requirements are maintained and fulfilled .
· Preparing various letters like new joiners, Termination/Memo, Warnings and other reports.
· Adding new employee to the payroll using the company software.
· To ensure all employees are aware and abide local laws.
· Coordinate with Embassies for overseas Recruitment / Employee welfare.
· To ensure that the standards required by Law and by Management are maintained at all times.
· Generating reports in terms of staff vacation, ticket entitlement and recruitment status.
· Develop, plan and ensure personnel filing system is complete and accurate in terms of content layout and easy retrieval of information
· Co-ordinate terminations, repatriations, including organisation of visa cancellation, final settlements, flight tickets to point of origin and transportation arrangements to airport
Oct. 2009 – Dec. 2011:
Desert Island resort & spa by anantara

hr coordinator
· Maintaining employee database and advising HR Manager of end of probationary periods, performance appraisal and Emirates ID requirements.
· To ensure all personnel files and records are accurately updated.

· Monitor expiry of employee documents (passport, visa, Emirates Id and health card) and ensure their renewals are processed in time limit.

· Team induction for the new Associates.

· Issuing and control of Associates locker (Male & Female) maintaining record for monthly locker checks with security.
· Maintaining the scanning machine to update the sign in & sign out for staff accurately.

· To ensure all pre-employment documents are completed for all new hired employees, Contracts, room allocation, name badge and uniform requisitions are prepared before the arrival.

· Preparing roster and attendance record, processing payroll at the month end, To generate and distribute salary slips to all respective departments.

· Ensure all the vacation/emergency/sick leaves and terminations/resignations are updated in system accordingly for the correct payroll process. 

· To maintain record and distribute correct cash salary to the new Associates by the time they get their bank accounts from the Hotel.

· Preparing for advance payment for all annual vacation and booking flight tickets as per the company entitlements.
· To order office supplies in order with the given budget.

· Issuing Cash Advance, Expense reports and preparing for monthly invoices for expenses to be claimed back.

· Updating bulletin board with Memos/staff activities/training and birthdays.
· Handling the incoming and outgoing mails, couriers and business related correspondences.
· Tracking all the CV’s for new recruitment and filing them for further perusal, conducting verbal interview for HR Manager’s review
· Making Reservations and booking Transportation for Executive Team Members. 

· To be very flexible, show initiative and to be involved in a number of different projects as and when requested by the HR Officer/HR Manager.
May 08 – mar 09 
       nakheel palm jebel ali  dubai
                                                     team assistant - hr
· To assist in maintaining and updating HR records.
· To prepare supporting documents for all Visa related applications

· To maintain associate personal trace files advising the HR Manager of any milestone, Anniversary as well as birthday of the Associates.
· Maintaining HR Manager’s calendar, Scheduling meetings and interviews. Taking care of travel arrangements and noting down minutes of meeting to send to all respective departments.
· Handling various documentation like applications, memos, filing, any letter request from employee and preparation for Trainings.  
· Co-ordinate and maintain records for employee office space, parking space, phone lines, company credit card, expenses related to business trips and office keys.
· At all times adhering to the policy and procedures of the company and dealing all matters with complete confidentiality.
jan 07 – feb 08
le royal meridien hotel dubai

ADMINISTRATION ASSISTANT – finance/HR
· Taking care of Finance related issues for both the hotels Royal Meridien and Grosvenor House as they being one Team (Sister concern property).
· To ensure that the back office receipt system is updated and receipts issued with accuracy and utmost care and not to divulge any password

· Distribution of pay slips to individual staff members of the department selected by the Financial Controller ensuring that the staff identity cards are checked and any discrepancies are noted and bought to attention of Director of Finance or the Financial Controller.  

· Update Telephone Report system copy to credit department for personal calls charges deduction.
· Distribute the cheques to suppliers and payroll cheques to staff ensuring hotel standards related to issuance of payment is maintain at all times.

· Update cheque issue software and review all uncollected cheques at the end of the month and bring to attention of Financial Controller.

· Maintain record of Training and ensure all trainings books are up to date with all training activities carried out.

· To act up on other duty that may be assigned either by Financial Controller or Director of Finance and to bring to the attention of Director of Finance or General Manager any irregular business transactions or unethical behaviour that may be observed during the course of employment at the hotel.
may 05 – jan 07
grosvenor house hotel dubai
                                                    Guest Service executive
· Supporting company and hotel policies and procedures including promotions.

·  To get guest preference on arrival and record in guest preference.

· To ensure service standards are met and exceeded (Anticipation of guest needs).

· Be knowledgeable of the Hotel, Local Areas, Restaurants, Theatre, Musical and Cultural Events 

· To raise customer feed back form if any guest gives negative feedback during their stay or upon checkout
· To supervise Reception, check Open Balance.
· To send departure letter for next day.
· To take proper cash handover i.e. No shortage, Petty cash and Due back receipt is signed by manager.

· To assign room for expected arrival.

· To complete all follow-up procedures after every check-in and ensure registration form is updated and signed.

Education:

· HSC passed from Mumbai University in Commerce (Business Administration)

· Certified Human Resource Management Professional (CHRMP) 

· Certified Human Resource Management Manager (CHRMM)


Skills:
· Proficient in Microsoft Office Packages.
· Handling ERP applications.

· Handling Coupa applications.
· High standards of verbal and written communication.

· Excellent organisational, communication and interpersonal skills with the ability to manage candidate and stakeholder relationships. 

· A professional manner, with the ability to work under pressure to meet targets and achieve results in a faced paced environment. 

· Excellent attention to detail and accuracy. 

Language Proficiency:
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English (fluent)
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Hindi (fluent)


Professional References:
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