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Human Recourses Manager and Administration Officer, with 8 years’ experience in personal management, human resources development, within the Manufacturing company, Hotel industry and Oil & Gas Contracting company. Strategically align HR policies and programs in order to accomplish ambitious corporate goals. Keep updated on the day - to - day changes in Labour Laws, Immigration & Visa rules. Fluent in English, Tamil. Seeking to Head the Human Resources and Administration Department of progressive organization. 
PROFESSIONAL STRENGTHS

  *   General Administration               * HR Planning                     * HR Policies & Program Development  
  *   Staff Recruitment & Training      * Time Management           * Manpower Planning and Budgeting 

  *   Job Analysis / Evaluation            * Personal Management      * Compensation & Benefits 

  *   Staff Discipline                            * Performance Appraisals   * Labour Laws, Immigration Visa Rules

  *   Employee Relations                     * Grievance Resolution       * Competency & Skills Assessment
  *  Problem Solving         

* Statutory Compliance       * Change and Conflict Management

COMPUTER SKILLS

  *  Office Management           :   MS Office ( Word , Excel , PowerPoint & Access )

  *  Operating System              :   Windows & MAC 

  *  DBMS


 :   Oracle, Visual Basic , Developer 2000 , MS Access

  *  Networking
             :   Client Server Technology
KEY COMPETENCIES AND SKILLS

   * Leverage extensive HR background to effectively manage recruitment, performance, compensation and benefits, staffing training, employee relations, compliance of Laws, Regulations, important Decisions and their execution.

   * Implement higher performance stands through Organizational Operations Management, Time Management, Training, Development and Human Resources Management. 
   * Records of accomplishments based on ability to motivate people, conduct effective training sessions, and achieve bottom-line results in taking companies to new levels of success.

   * Analytical Skills - Process data and information, maintain records and tabulation, perform cost analysis, develop standard operating procedures and conduct staff training on policies and operations.

   *  Excellent record of effectively analyzing, compiling and synthesizing data into written reports. Exhibit a record of big picture vision with ability to outline necessary steps.
   * Organized and efficient. Skilled at managing multiple tasks with competing priorities.

PROFESSIONAL QUALIFICATIONS

    * MASTER OF BUSINESS ADMINISTRATION – HUMAN RESEOUCE MANAGEMENT 
       Alagappa University, Karaikudi, Tamil Nadu, India.

   *  BACHELOR OF ENGINEERING – INFORMATION TECHNOLOGY 

       M.I.E.T. Engineering College, Anna University, Trichy, Tamil Nadu, India. 

 PROFESSIONAL WORK EXPERIENCE

 Star Contracting Oil & Gas Co. Ltd Sudan & South Sudan

 HUMAN RESOURCES MANAGER & ADMINISTRATION OFFICER, since November 2020.
	Client
	Activities
	Site


	GPOC (Greater Pioneer Operating Company),

DPOC (Dar Petroleum Operating Company),

SPOC (SUDD Petroleum Operating Company).
GNPOC (G Nile Petroleum Operating Company)
	Engineering, Procurement, Construction & Commissioning (EPCC), Field Surface Facilities (FSF), Minor Maintenance & Construction Services.
Provision Of EPCC – Fire Water pond  
	Unity,

Paloch, & Tharjath
Heglig


· THE COMPANY is an offshoot of M/s. Star Contracting Oil & Gas Company Limited, Sudan & South Sudan. This is an EPCC contracting company and is in process of execution of 5 large construction projects, In South Sudan (Unity, Paloch, Tharjath, Heglig, Thamasova)  
· Frame the General Policy of the company in the field of HR, Administration Affairs & Employee Relations.
· Supervise The Implementation of Laws, Regulations and important Decisions and their execution.
· Prepare the annual Manpower Plan & Budget (for all the projects in South Sudan).
· Spearhead full scope daily operations of 3 managers and 5 subordinates. Report to Chief Executive Officer and HR Head (Sudan).
· Perform Job Analysis and Job Evaluation, for all new and revised jobs, based on organizational changes, using evaluation methodology, in co-ordination with divisions and the organization development unit.
· Organize induction orientation programs & initial settling-in process of new recruits 
· Conduct HRIS analysis for attrition, leadership development & succession planning. 
· Investigate and follow up on grievance, harassment & disciplinary cases. Conduct grievance and disciplinary interviews with employees and produce the necessary investigation reports with recommendations.
· Implement disciplinary procedures as requested by line management, including the issue of warning letters and contract termination notices.
· Detect, investigate and resolve complaints, disputes and grievances os all staff members and report them to the Division Head.
· Ensure follow up on issues emerging from employee satisfaction surveys, town hall meetings, visit reports, exit interviews, and other for capturing employee inputs. Gather information on workers feelings about factors that affect worker morale, motivation and efficiency.
· Liaison with employees and their families in event of mishaps, accidents or fatalities to ensure availability of appropriate and timely support.
Achievements:

· Instrumental in fast paced selection, recruitment and mobilization of about 200+ employees for all the 3(Three) projects in South Sudan, the timely mobilization of manpower saved the organization huge costs, as the hiring of local manpower was avoided.
· Actively involved in the atomization of the HRIS reports and the implementation of the SAP-HRMS module in the South Sudan. Have designed the Org Structure and also am closely working with the SAP team in the designing of the Organizational Management, Personal Administration, Training &Time Management modules.
Nalvetha Cast Steels PVT. LTD, Tamil Nadu, India. from 05/10/2017 to 09/10/2020
HUMAN RESOURCE MANAGER

	Client
	Manufacturing
	Project

	L&T, Audco
	Valve, Flange, Crank soft 
Gear wheel
	                Oil & Gas Field, offshore,

                    Machinery Spares 


· M/s. NALVETHA CAST STELS PVT LTD, is a manufacturing company. The Company   
     is a casting manufacture & Supply of machined casting to major infrastructure, oil & gas     

     projects.
·  Led and directed the functions of 1 manager 5 subordinates.

·  Oversaw the activities for 360 – degree performance appraisals; interpreted results and partnered with line managers to correct deficiencies where applicable.
· Performed Job Analysis and Job Evaluation, for all new revised jobs, based o organizational changes, using Job evaluation Methodology, in co-ordination with the respective Divisions and the Organization Development Unit.
· Conducted in depth training needs analysis, prepared career developments plans, implemented training and coaching actives, evaluated effectiveness of training, and conducted cost-benefits analysis for presentation to senior management.
· Oversaw the orientation/welcome programs for new personal to ensure smooth integration.
· Led HR planning activities, authorized job descriptions, developed HR policies and procedures, succession planning, and maintained up-to-date organizational chart.
· Organized manpower and HR plans for both short and long-term scenarios, and held accountability for authorizing leaves of absence, vacations, salary adjustments, and benefits and compensation.
·  Supervised expatriate management by efficiently co-ordinating with governmental / internal authorities.
Achievements:

· Introduced the concepts of “Campus Recruitment” for the Group Companies and recruited “Graduate Engineer Trains (GETS)”. This was major initiative to mitigate the shortage of qualified line supervisors and also develop the second line of management for future leadership rolls.
· Initiated the atomization HR records & database by migrating to ORACLE based HRMS. The idea was to safeguard the employee data with set privileges and access of required data of given end user and to create the concept of “E-FILE”, to electronically store data which would help in easy retravel. The concept was my brain child, designed the whole flow and negotiated hard with the vendor.
· Instrumental in organizing a “Free Medical Camp” for all the workmen in the SIPCOT Industrial Area at Dindigul with a tie up with Government Health Council of Tamil Nadu – the event being sponsored by our company, in the year 2018.  
Clarion Hotel President, Mylapore, Chennai. from 09/02/2016 to 30/09/2017.
HUMAN RESOURCE MANAGER

· HR Best Practices Employee Relations & Diversity Talent Acquisition Staff Coaching & Mentoring
· Organizational Development Employee Performance Improvement Leadership Development HR Policy, Process & Systems Design
· Change Management Workforce Planning & Development M&A Strategies & Due Diligence Organization-Wide Consensus Building
· HR Organization Leadership: Most senior HR executive in, directing 4 HR professionals in staffing, recruitment, benefits, executive compensation, training, leadership development, succession planning, HRIS, and regulatory compliance. Heavy emphasis on leading through rapid HR change and transformation programs. 
· International HR Launch: Created HR organization – recruitment, staffing, onboarding, training – for both expatriates and local national hires. 
· Manage compensation and benefits plans

· Oversee employee attendance and working schedules, including paid time off, overtime and breaks

· Organize employee records, like contracts, paying special attention to work permits and visas

· Implement employee retention programs (like end-of-season bonuses)

· Coordinate accommodation, catering and transport for our staff when necessary

· Schedule trainings for all hotel employees (for example, customer service skills training)

· Ensure hotel staff complies with relevant health and safety regulations
· Maintain a positive relationship with staff representatives and ensure any employee grievances are monitored and resolved.

· Responsible for all back office and administration tasks of the department.

· Oversee the management of the recruiting process including position management, advertising, working with community agencies.

· Develops and maintains confidential departmental staff and associated files, documents, pay scale details and/or other important databases. 

Achievements:

· Maximized team knowledge and productivity through the implementation of well-placed training procedures.
· Successfully interviewed, hired, and trained 25 individuals within a tight deadline.
·  Singlehandedly maintained optimal staff levels by effectively tracking vacancies and initiating recruitment to identify talent.
· Suggested holding a series of HR seminars, as a result, managed to acquire top-level management talents.
· Implemented a compensation policy, hence, increased employee retention by 40%.
· Introduced the concept of ongoing training procedures for existing staff, thereby, increased customer service quality by 50%.
· Increased HR department efficiency through the implementation of electronic signatures and document imaging functions.
AXIN IT. Seidapet, Chennai Tamil Nadu, from 05/08/2013 to 29/01/2016.

HUMAN RESOURCE ASSISTANT 

· Maintains accurate and up-to-date human resource files, records, and documentation.
· Answers frequently asked questions from applicants and employees relative to standard policies, benefits, hiring processes, etc.; refers more complex questions to appropriate senior-level HR staff or management.
· Maintains the integrity and confidentiality of human resource files and records.
· Performs periodic audits of HR files and records to ensure that all required documents are collected and filed appropriately.
· Provides clerical support to the HR department.
· May assist with payroll functions including processing, answering employee questions, fixing processing errors, and distributing checks.
· Acts as a liaison between the organization and external benefits providers and vendors, which may include health, disability, and retirement plan providers.
· Conducts or assists with new hire orientation.
· Assists with planning and execution of special events such as benefits enrolment, organization-wide meetings, employee recognition events, holiday parties.
· Performs other duties as assigned.
Achievements:

· Streamlined departmental operations, bringing on board a team that was expert in handling operational issues.

· Increased employee motivation and subsequent work prowess, by suggesting increment in bonuses and benefits
· Maximized team knowledge and productivity through the implementation of well-placed training procedures.
·  Improved relations between employees and management, by effectively implementing team-building activities.
· Considered to be instrumental in introducing a new web portal responsible for distributing relevant information to employees on all levels.
· Arbitrated a highly controversial harassment case, as a result, made the office premises a safer domain for all employees.
NANO SOFT at Madi Walla Bangalore, from 01/12/2011 to 09/06/2013. 
WEB DESIGNING FREELANCER 
· Engaged with clients for suggestion and feedback throughout development and implementation process.
· Cross tested website designs across multiple browsers and mobile devices
· Managed WordPress content design and layout and assisted in the creation of landing pages and website for an innovative insurance product
· Built databases, tables, selection via command line 
· Identified the clients, brands, and projects need for an efficient and cost-effective web build
· Migrated exiting quote problem & quote: websites /application to stable, high performance 

Met Life India Insurance at Trichy Tamil Nadu, from 03/03/2009 to 28/06/2010 
FINANCIAL ADVISOR 

· Established client book through the proactive door to door cold call prospecting, with both individuals and small business and through networking and referrals.
· Proposed client solution following a needs-based analysis which included clients risk tolerance and time horizon and varied in products from stocks bonds mutual funds life insurance and annuities.
· Assessed, assisted, and advised clients helping them create a long-term investment strategy devised to best suit their individual needs.
· Developed relationships with existing clients and built relationships with new accumulate tax advantaged wealth.
· Analyzed and managed clients’ assets and liabilities to enhance their net worth using in person consultations, phone consultations and skype.
· Prepare analytical studies related to financial planning and investment options 
Former UPSC Preparation at UPSC IAS/IPS/IFS Exams Union Public Service Commission January 2006 to January 2009.
PROFESSIONAL TRANINGS AND WORKSHOPS ATTENDED

· “Leadership Summit “ at L&T Tamil Nadu, held in India – 2018
· “HR Summit “ in Tamil Nadu, held in India - 2016
	PERSONAL DETAILS

Date of Birth       :   28th October, 1984.

Marital Status     :    Married

Nationality          :   Indian (Hindu)

Languages          :    English , Tamil ,Hindi(Limited) 

Passport No        :  Z6339376 (Exp – 05-04-2031)
	Yours Sincerely,

(Suresh Babu M)
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