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HR/ Admin professional, having 22 years experience in GCC offering versatile office management, strong planner and problem solver, who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

HR SKILLS & EXPERTISE

	· HR Department Startup
· Head Hunting, Interviewing 
· HR Policies & Procedures
· Manpower Planning
	· Staff Recruitment & Retention
· Employee Relations
· Alternative Dispute Resolution (ADR)
· Compensation and Benefits

	· Orientation & On-Boarding
· Training & Development
· Performance Management
· Corporate Communication 


CARRIER PROGRESSION

· HR & Admin Manager- April 2016 - February 2018
Wellness Center, Doha, Qatar

DUTIES AND RESPONSIBILITIES (HR & ADMIN MANAGER)
· Ensure the discipline employees
· Monitor employees performance and evaluate 
· Monitor attendance and absent records
· Listen and resolve employee grievances; counsel employees and supervisors.
· Establishing a proper organizational structure.
· Resolve employees conflicts if any
· Coordinate with Operations Manager for pricing and marketing
· Conduct market research, develop effective strategies for revenue growth
· Source suitable candidates and conduct preliminary interview  
· Issue memos and other official correspondences 
· Ensure all government related documents such as company registration, license are up to date
· Maintains HR records by designing a filing and retrieval system; keeping past and current records.
· Recruits, interviews, tests, and selects employees to fill vacant positions.
· Maintain employee database and keep up to date 
· Visit all branches and resolve any issues related to employee and day to day business
· Support the GM in preparing price list for the gym according to the market fluctuations 
· Make annual leave plan for employees
· Instruct Supervisors and Receptionists to do needful to increase day to day business activities
· Advise all Coaches and other staff to do best customer service  
· Deal with outside suppliers for the maintenance issues
· Deal with social media workers and ensure to do marketing
· Ensure all areas in the gym clean and tidy at all times
· Ensure all equipment are working well


· HR & Admin in-Charge- October 2006 - October 2012
Almana Enterprises, Doha, Qatar

DUTIES AND RESPONSIBILITIES (HR & ADMIN IN-CHARGE)
· Developing the HR plans and policies in conjunction with the company’s overall development plan.
· Overall responsibility of man power planning and recruitments.
· Developing the induction programmes for the new recruits.
· Working out the compensation plan and policies.
· Developing and implementing the performance appraisal system for the company. 
· Coordinating with finance department for processing of payments to employees.
· Identifying the training needs, developing training programs to ensure constant learning and development of employees.
· New employee training and development.
· Establishing a proper organizational structure.
· Developing and implementing disciplinary policies.
· Developing and implementing employee welfare policies.
· Developing the exit process for the employees.
· Dealing with the final settlement of employees when they leave.
· Maintaining good internal communication within the company.
· Establish criteria for acceptable work behavior and performance.
· Organizing development activities for better administration.
· Evaluate work of subordinates by comparing work quality to performance standards.
· Maintain staff attendance record.
· Maintain employees personnel files.
· Source suitable candidates and conduct preliminary interview
· Maintain employees annual leave records.
· Calculate employees annual leave entitlements.

· HR Coordinator- July 1997 - September 2003
King Fahad Armed Forces Hospital Jeddah, Saudi Arabia

DUTIES AND RESPONSIBILITIES (HR COORDINATOR)
· Prepare the orientation documents and to keep the orientation documents updated.
· Notify Laundry Department of the arrival of new employees for the purpose of uniforms.
· Provide advisory service to all employees on terms and conditions of employment and their contractual entitlements.
· Provide a confidential and impartial counseling service to the employees.
· Liaise with the TQM Department pertinent to various matters relevant with the Hospital’s Quality Program. 
· Responsible in maintaining accurate implementation of departmental standards as per Hospital quality guidelines.   
· Prepare the Employee Notification of arrival.
· Coordinate with the Housing and Meet & Greet Department for the details of arrival notice received from the Agent.
· Prepare necessary papers for the new arrival (cash advance request, med. File request, food packs request, welcome letters, meal vouchers and orientation schedule).
· Responsible for assigning the employee number to all new hire employees.   
· Assist employees those are due for re-contracting.
· Ensure that employees have secured and attested a medical fitness form from the Employee Health Physician upon signing their contract renewal.
· Prepare monthly report of all New Starters and Leavers.
· Attend to employee queries for some other related matter.
· Establish, implement and maintain filling systems of the Department. 
· Screen visitors and receive telephone calls for the Personnel Manager.
· Monitor and screen all incoming calls and business correspondence.
· Conduct preliminary interviews to job applicants.
· Update employee’s records such as increments, annual leave, sick leave, promotions, departmental transfer, etc. in individual files and in computerized database.
· Maintain confidentiality at all times.
· Responsible in updating manpower database for new hires and terminated employees.
· Perform other duties related to the department.
· Assist the Personnel Manager in the implementation of the following Personnel Functions.
· Hiring
· Training and development.
· Employee assistance and labour relations through close monitoring of the needs of the company in the areas of HRD to ensure that the company has an optimized and highly motivated workforce at all times. 
· Personnel Clerk/ Secretary- December 1991 - July 1997 
King Fahad Armed Forces Hospital Jeddah, Saudi Arabia

DUTIES AND RESPONSIBILITIES (CLERK/ SECRETARY)

· Report directly to the Personnel Manager for incoming & outgoing daily Correspondence.
· Responsible for receiving all incoming correspondence for Personnel Manager, as well as the distribution for each Department section. 

· Record keeping of all incoming and outgoing daily mails. 
· Opening a medical file for new arrivals.
· Inputting, recording and processing of PCCV for the new candidates. 
· Inputting, recording and processing of Leave Request for the employees. 
· Monitoring of evaluation for the Employees individual performance review (IPR) during probation and re-contracting period.
· Assist the Personnel Officer on typing memos, mails etc.
· Do some other work related matter as may be assigned from time to time.  

· Secretary - April 2004 - June 2006 
Cyrus Engineering & Contracting Co. Ajman, U.A.E

DUTIES AND RESPONSIBILITIES (SECRETARY)

· Implement and maintain office systems
· Arrange and confirm appointments for the Engineers
· Organize internal and external events
· Handle incoming mail and faxes
· Maintain filing systems
· Maintain databases
· Communicate verbally and in writing to answer inquiries and provide information
· Liaison with internal and external contacts
· manage office supplies
· Provide support to the site engineers when required

EDUCATION & CERTIFICATIONS

	· MBA in Human Resource Management 
	-
	Human Resource Development & Training

	-
	-
	Industrial Relations & Labour Law

	-
	-
	Corporate Governance 

	-
	-
	Strategic Management

	-
	-
	Strategic Cost Management

	-
	-
	Project Management in Information Technology 

	· DBA  in Human Resource Management
	-
	Marketing Management

	-
	-
	Financial Management

	-
	-
	Project Management

	-
	-
	Business Communication

	
· Certifications
	-
	Associate Certified Manager (Operations Management)

	-
	-
	Human Resource Management

	-
	-
	Project Management

	-
	-
	Six Sigma Green Belt Professional

	-
	-
	Corporate Governance Professional

	
	
	




SEMINARS AND TRAINING ATTENDED

· Total Quality Management (Level of service indicator-non Clinical)
Conference room, King Fahad Armed Forces Hospital, Jeddah, K.S.A.
· Total Quality Management (Facilitator’s Training Course), Conference room,
King Fahad Armed Forces Hospital, Jeddah, K.S.A.
· Course of Basic Fire Fighting Technique
 King Fahad Armed Forces Hospital, Jeddah, K.S.A.
· 12th Scientific Session of the Saudi Heart Association & 3rd International Cardiac Symposium (sponsored by KFAFH) Intercontinental Hotel, Jeddah, K.S.A. 

SPECIAL SKILLS

· Holder of valid Qatar & International Driving Licence
· Knowledge in Personal computer operation such as: 
· Microsoft Word 
· Excel 
· Outlook
· Interne
REFERENCES
· Mr. Ronald Throne
Operations Manager
Wellness Center
Doha, Qatar
· Mr. Muhammed Ashaar
HR Manager
SH Almana
Doha, Qatar
· MAJ. KHALED AL-NIJIDI
Personnel Manager
King Fahd Armed Forces Hospital 
Jeddah, Kingdom of Saudi Arabia
· Mr. AMAR EL SHALL
Chief Engineer 
Cyrus Engineering & Contracting
Ajman, UAE	
PERSONAL DATA

NATIONALITY                      :            INDIAN

RELIGION			:           CHRISTIAN

CIVIL STATUS		:           MARRIED

DATE OF BIRTH		:           5th MARCH 1970

PLACE OF BIRTH		:           KERALA, INDIA

LANGUAGE SPOKEN 	:           ENGLISH, HINDI, MALAYALAM, TAMIL
	          
PASSPORT DETAILS

· Passport No     : S 5039308 
· Date of Expiry : 30th July 2028
· Visa Status       : Family visit visa
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