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                             Tanveer Wadekar


      QGM Group L.L.C, P.O.Box-41834,

                                   Hamriya Free Zone, Sharjah, U.A.E



      Cell: - 0097150 – 4687948; 00919987373206.
         

      Email: - tanveer.wadekar@qgmgroup.com; tanveer_wa@rediffmail.com; 
With wide practical caliber in below mentioned categories I am confident of discharging any related responsibilities to complete satisfaction and forwarding my below stated resume for your kind perusal and consideration, hoping for your righteous decision and kind sympathy for the same. A personal interview will be high substance of appreciation.

1.  H.R. Coordinator


            2. Administration Assistant,



3. Office Executive. 





Career Objectives.

To carry the challenging position in the industry wherein I could work upon the best skills & experience to maintain the company’s profitable and can become an integrated part of its growth.

Specialties.

· Can works in shifts 
· Excellent corporate image and the willingness to shoulder responsibilities.
· Good Interpersonal and Communication skills 
· Ability to work under pressure.
· Good Leadership and Multi-tasking skills.
· Supporting team player.
· Professional Experience.
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(Gulf – U.A.E)

(I) Working in highly reputed organisation of QGM Group LLC (Rig & Ship Construction & Repairing). Working as an H.R. Executive in Hamriya Free Zone (Sharjah) from 01/08/2006 till date. 
Responsibilities.
Performance Appraisal, Updating Personal Records, Employee Grievance Handling etc.




 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 staff, collection of relevant documents for their visa application, handover the necessary documents to Govt. Liasoning department for applying their visa, inform the candidates about their visa issuance and coordinate with Administration department for their flight booking. Prepare the joining formalities for the new recruits, coordinate with HSE Department for their safety induction, conduct HR training of the newly recruited staffs both office and yard personnel and ensure with the concerned departmental heads about their report to work. Coordinate with HR Manager in conducting the Performance appraisal of the employees who are near-in completion of their probation period and collect the feedback from the respective supervisors. Involved in maintaining and updating of the personal records of each employee and update the papers in their respective file. 

· Formulating / Implementing HR policies 

· Responsible for formulating of company policies and guidelines to efficiently address all Operational issues

· Manpower planning and recruitment

· Responsible for recruitment of all resources across the organizational structure.

· Maintaining an information base of all prospective candidates and follow up in line with on going requirements

· Interaction and follow up with Man Power Consultants.

· Handling Employee Referral Program.
· Training & Development 

· Arranging for customized training sessions for employees in line with project specific skill set requirements.

· Employee Relationship

·  Responsible for grievance redressal and resolving or escalating respectively to the upper management and other 
    departments with follow up through resolution 

· Implementation, Maintenance and adherence of Organization’s leave process
· Performance Evaluation

· Co-ordinate with the Dept. Heads in the Appraisal System. Sum-up the Appraisals; work on the performance ratings of 
    the personnel, which will reflect on the annual increments and training needs.

· Making and releasing appraisal letters and giving payroll inputs
· Maintaining database and employee records following appraisals.
· Additional Responsibilities

· Joining Formalities

· Preparation of offer letters

· Follow-up on the offer acceptance and DOJ

· Co-ordination and Scheduling of team building activities with the other departments.
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(II) Worked in a highly reputed organization of M/s Al-Habtoor Engineering Enterprises Co. (L.L.C), Dubai an ISO 9002 certified company by Bureau Verities Quality International (BVQI). Worked as a H.R. Executive from 29/04/2003 till 24/07/2006.

Job Responsibilities & Description.

Would assist in all the facets of Human resources activities such as Formulating HR Policies, Manpower Planning, Recruitment, Induction, Performance Management, Payroll Management, Information System, Training & Development, and General Administration etc. Would be responsible for collecting and generating HR reports.
· Responsible to the Administration & Personnel Manager.

· Handling approximately 1800 Employees with different tasks.

· Handling matters related to the leave applications, air tickets, and hotel reservation.

· Assessing the employees and taking all the details on joining the company and verification of the same.

· Handling details of the labour and immigration department in relation to residence, work permits and all renewals, Ev, Vv and Tv and all types of sponsorship transfers.

· Giving Manpower Status Report regularly to Admin. & Per. Manager.

· Follow-up based on reports taken out, at the start of the month, for expiring Work Permits, Residence Visa, Passports and Health Cards.

· Providing details of employees intending to go on leave.

· Verification of time sheets and over time details.

· 
Follow up matters relating to:

· Employees who are jobless.

· Employees back from leave.

· Employees not reporting to the site.

· New Comers.

· Employee’s absent from site.

· Employee’s under treatment.

· Employee’s absconding from company.

· Employees disciplinary action.

· Maintaining Database in regards to:

· Sponsorship Transfers.

· Employees Performance Reports.

· Employees going and Back from leave.

· Issuing of Passports, Cancellations.

· Increments.

· Manpower Redundant.

· Entering of all Petty Cash Bills related to Labour, Immigration, Medical and Miscellaneous.

· New employees Contracts.

· Lost Work Permits.

· Telexes.

· Sending new/old employees for Testing and follow-up the same.

· Taking complete backup at the end of each year for Visa and Passports Status.

· Handling Empl’s Request Details in regards to:

· Change of Trade

· Increment

· Driving License

· India-Mumbai - 


a) Kokan Construction Engineer & Contractor.

Worked as an Office Secretary cum Office Executive for the period of 2 years. 

From 22nd Feb 2001 to 21st Feb 2003.

Responsibilities -  

· As a Part of Management team I was responsible for making all types of Memos, Drafting Letters, Looking after all clericals daily routine works in Office. Maintaining Project Files, and looking after all Incoming & Outgoing Correspondence. Arranging meeting for the Directors, Attaining phone calls, writing minutes of the meeting. Handle employees queries on payroll issues, Perform monthly payroll backup, Update Human Resources Database. Etc

b) ARCH POINT

Worked as an Office Executive for the period of 6 month. From 1st Oct 1999 to 31st March 2000.

Responsibilities– 

· Looking after all office routine work and worked as Logistics Executive for the Firm. Reporting to Manager, Maintaining the master files of each copy & memo. Typing, copying & distribution of document as directed. Report any problem to the relevant department for corrective actions & resolution. 

c) Construction Specialties.

Worked as an Office Secretary cum Computer Operator for the period of 8 months. From 1st Dec to 1998 to July 1999.

Responsibilities –

· Preparing Memos, Letters, Drafts, Meeting Arrangement, Related Assignment,  checking LPO’s order, filling. Preparing of enquires and quotation for purchasers correspondence and follow up from all various sites with our respective officers & department.

· Summary of Qualification.
· 1997 – 98      Passed B.Com Degree from Burhani Collage of Commerce & Arts.

· 1993 – 94      Passed Std 12th from Vani Vidhyalaya Jr. Collage of Science & Commerce.

· 1991 – 92      Passed Std 10th from Sampson English High School.
Other Qualification.

· Done Computer from NIIT (Mumbai).
(It includes Computer Concepts, DOS, FoxBASE, LAN, Spreadsheet, Window, Presentation Graphics, Word Processing, TCP/IP Concepts, Internet Information Server, Microsoft foundation course.)

· Personnel Details.

Permanent Address
:-
Tanveer.A.R.Wadekar





A/16 Vanrai, Vishwakarma Nagar,





Nahur Road, Mulund- (West),
Mumbai-80.





Tel- 0097150-4687948 / 0091222-5921883 / 00919987373206.
D.O.B

:-
09/05/1977
Marital Status

:-
Married

Nationality

:-
Indian

Religion

:-
Islam


Driving License
:-
a)
Light Duty Driving License of U.A.E Dubai. (Lic No.-1008418)




b)
Indian-(Mumbai)
MH-03 / 25700.

Language Known
:-
English, Hindi.
Visa Status

:-
Employment Visa. 
Objective.
Looking for a better for a better opportunity & a challenging profile where my skill, experience gains company’s success & my own personnel growth.
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