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Dilip Das, Sr.HR 0fficer with 11+ years of experience
Shreebhuminagar, Guwahati, Assam (  India ( Mobile: (+91)9706416415/ (+91)9957500132(India)                     (  dilipdas.ghy@gmail.com  ( Skype ID: dilipdas.ghy
Senior Human Resources Officer
· Extensive background in HR generalist affairs, including experience in employee recruitment and retention, staff development, conflict resolution, benefits and compensation, HR records management, HR policies development and legal compliance.

· Demonstrated success in negotiating win-win compromises, employee engagement, organizing teambuilding programs, corporate policies, management reports.

HR Skills

	Recruitment & Retention

Orientation & On-Boarding

Basic Employment Law

Welfare Facility
HRMIS
Decision maker
	Employee Relations

Payroll Supervision
Compensation & Benefits
Attendance & Time Leave Management
Training & Development

Retention & Separation
	Performance Management

HR Policies & Procedures
Employee Exit formalities
HR Records Management

Employee Engagement



Professional Experience

Sr.HR Officer at   KCC Engineering & construction– Kuwait,(12th Oct-2014 –10th   April-2016 ) 
	Job Responsibility
	


Talent Acquisition

· Responsible for Sourcing, screening, short listing and assisting in recruiting professionals - Fresher to Managerial level.

· Regularly interacted with the Group Head, Project Managers to understand and identify the talent requirement based on business requirement. 

· Posting ad and mass mailing on Job portals against skills requirement and location. 

· Maintaining regular contacts with vendors, flashing the Requirement received from reporting manager to the Vendors.

· Updating and maintaining weekly, Monthly MIS report in excel sheet that goes to Top management in HR.

· Conduction HR interview, sending Email offers.

· Touch-Points: Keeping in touch with the candidate till (s)he joins on board.

· Reference Check; Background and employment verification

· Assess the attitude and cultural fit of the candidate with the organization. 

· Taking the Head Count of the Organization.

· Maintaining the Employee records based on the date of Joining
· Undertaking salary negotiations
On boarding activity 

· New Employees on boarding, arranging (TPX ID, Hardware allocation/ deployment)

Manager’s introduction to new joiners

· Responsible for employee personal file creation with as per Audit team suggested checklist.
· Regular updation Personal file with other documents i.e. Increment Letter, Bonus & Promotion
Employee Engagement: 

· Handling employees HR related queries / grievances and escalations 

· Employee opinion surveys, feedback sessions- communication campaigns, collation & analysis.

· Supporting business/ stake holder with regular relevant information on employee pulse.

· Arranging team outings & team building activities as per requirements
Employee Relations and Communication 

· Creating harmony between organizational and personnel goals with a view to ensure achievement of organizational mission

· Responsible for designing Internal Communication & culture.

· Handling matters pertaining to Discipline and Grievance’s of employees.

· Encourage employee participation in policy formulation and in arranging events.

· Reading the pulse of employees and providing inputs to Management for taking corrective action and educating management as what to address in them.
· Organizing company events, staff party, etc.
Policies & Systems: 

· Formulation of organization’s personnel/HR policies, formats, design MIS formats, maintaining databases and generating various monthly reports.

Training & Development: 

Identify the training needs of employees across the all location at various levels. Develop training plans for staff in coordination with their supervisors and identify training institutes. Coordinate with consultants, training institutes for organizing training programs based on the training need analysis to evaluate the skills & productivity of employees. Collate feedback on the training programs conducted & incorporate improvements for enhancement of the training modules. Prepare & implement the yearly training calendar. 

Compensation:
· Keep a track of records on Direct compensation refers to monetary benefits offered and provided to employees in return of the services, monetary benefits include basic salary, house rent allowance, conveyance & other allowances

· Indirect compensation refers to non-monetary benefits offered and provided to employees in lieu of the services provided by them to the organization; it includes paid leave Policy, Incentives, transportation allowance, mobile allowance, subsidized health care insurance & food Allowance etc.

· Device a competitive salary structure and administer the benefits and allowances

· Preparation of full and final statements for employees who exit.

· Administer associate welfare schemes and social security schemes like Medical Insurance, Gratuity, etc., as per the company’s policy.
· Working out various remuneration policies, including pay packages for newly hired employees and executing the same.

· Reviewing of existing policies; identify and implement practical solutions pertaining to reward; followed with compensation & benefits.

· Undertaking annual compensation benchmarking exercises; Benchmarking & conducting salary surveys as well as moderation and normalization of exercises.

Employee Attrition:

· Conducting Timely Exit interviews

· Adherence to the exit process

· Documentation of exit interviews
Performance Reviews

· Process owner for initiating and facilitating the performance reviews for all employees across all locations. 

· Handling the process from the scratch till the final compensation decisions & communication.

· Benchmarking best practices from the industry and internally.

· Managing the payouts of various bonuses and other components to the employees.

Low Performance tracking

Tracking low performance and taking corrective measures to address the same like 

- preparing an action plan for improvement

- regular assessments

- notices & warnings, in cases where required

- initiating termination as a last action 

MIS Report Creation and DATA Base Management 

· Responsible for MIS Report as per Project with employee skills and other requirement.

· Providing Input for New Joiners Salary details to Payroll. Sending Input of Kuwait location Employee Id Creation & Pending details to Managing Director-HR.
· Develop and maintain the employee database.
Strategy Planning

· Devising and effectuating personnel policies and procedures as per the legal requirements.

· Making innovative cost effective schemes for recruitment and retention of employees etc.
Payroll processing & Leave Management: 

· Compilation of monthly attendance received of other locations / Savior and prepare payroll inputs (LOP, APD) by 2nd of the every month. Oversee payroll inputs are prepared and reconciled with pay register received from payroll by 5th of the every month and confirm payroll.

· Maintaining the leave records of the employees.
Leave Management : 

· Managing the leave and attendance .

· Worked on framing a new leave policy for the organization based on benchmarking the best practices in the industry.
Employee Separations : 

· Process owner for employee exits.

· Facilitating the complete transition and handover of work knowledge, roles & responsibilities, managing the knowledge repository like knowledge assets, CDs.

Administrative Role:
· Responsible for HR Record keeping process.

· Responsible for flexible spending account administration.

· Responsible for opened bank account of all employees.

· Responsible for office maintenance.

· Responsible for monitoring the employees’ absence & presence.

· Responsible for maintaining office environment & working environment cordial & amiable.

· Responsible for monitoring & controlling attrition rate.

· Responsible for proper coordination with all departments.

· Responsible for website development of the organization

· Responsible for suggestion system.
· Maintain & Update the Daily/Weekly/Monthly MIS report, HR files and employee information in various reports like employee database, employee CV's, preparing all HR letters and certificates etc.

· Clarify the Employee Grievance and various issues/queries on Leave policy, Salary payment. 

Policies & Systems: 

· Formulation of organization’s personnel/HR policies, formats, design MIS formats, maintaining databases and generating various monthly reports.

Professional Experience

Senior HR Officer at Shapoorji Pallonji Qatar W.L.L(Construction),Qatar.Period: Sept’13 to Sept’14, Reporting to HR Manager

Responsibilities:

· Responsible for developing and executing recruitment, selection and sourcing plans and strategies for multiple positions to attract qualified candidates and fill open positions.

· Contributing to the establishment of policies & procedures surrounding HR related works.

· Managing performance management systems. (Keeping records of performance appraisals, compensation & benefits etc.)

· Managing grievance (counseling & guiding employees on different various multifaceted issues)

· Coordinating & facilitating trainings (whereby training need analyzing through performance appraisal system, outsourcing training and internal training)

· Manage & implement company orientation program; providing orientation to newly recruited employees.

· Conducting exit interviews and reporting to management.

· Handling the manpower planning in coordination with the functional management.

· Monitoring and managing the recruitment till mobilizing the candidates.

· Sourcing candidates for the senior staff positions; screening and interviewing candidates for staff positions.

· Coordinating with recruitment agencies; negotiating salary & benefits with candidates.

· Preparing candidate summary, report for management approval.

· Following up of visa application & insurance; managing documentation required to hire candidates.

· Monitoring and sourcing agencies.

· Processing of payroll and other HR related payments.
· Maintaining the employee leave records and processing of leave settlements.

· Marinating the employee file and updating the employee records in system.

· Organizing the company events.

· Marinating the company vehicle records and managing the maintenance & service history of company vehicles.

· Arranging the mobile phone connections for the employees from the UAE telecom service provider.

· Arranging international travel & hotel arrangements for the management staff and for the clients.

· Accommodation and travel arrangements for the new recruitment staff.

· Preparing HR related and general internal memos.

· Monitoring and managing renewals of company licenses, lease agreements, vehicle registrations, etc.

site HR Coordinator WITH KHARAFINATIONAL (Oil & Gas Const.), UAE-Abu Dhabi, Period: Dec’10 to August’13, Reporting to HR Unit Head
Responsibilities:

· Recruitment & Sourcing for the project
· Developing & implementing most of HR policies and procedures.

· Screening and interviewing candidates for staff positions, preparation of appointment letters, confirmation letter upon completion of the probation period.

· Conducting orientation for the newly recruited staffs.

· Maintaining of employee records, updating the employee records in system on joining or exiting.

· Responsible for the accuracy and timeliness of payroll processing.

· Ensure all newly recruited employees payroll is timely and accurately posted and processed in the payroll system in accordance with Company Policy and Procedures.

· Verify that all changes for employee salary, allowance, benefits or grade due to increments, promotion or transfer to another location are approved by the management and accurately recorded in the payroll system so that accurate payments can be generated in accord with the company grading system and the policy.

· Maintain the leave records of employees and prepare leave settlements and full & final settlements for the employees who have resigned/terminated.

· Handling Day-to-Day administrative activities of all employees with regard to their Visa Processing, Passport Renewals, Issue of Identity Cards, Medical Cards, etc.

· Preparing the schedules for the maintenance staff and monitoring their work order report. 
· Employee joining formalities for new joiners through the induction process 

· Creation of Employee personnel files and HRM records

· Updation and maintenance of employee records in the (ERP) from time to time

· Ex-employees verification calls and responding feedback

· Conducting Exit meetings with negative ref check candidates

· Filling No dues clearance for resigned staff & workers.
· Employees Leaves and Attendance  management for both onsite/offsite and Expats
· Collation of Payroll Inputs, Validation & execution as per company policy and procedures

· Preparation of Gratuity Valuation input reports on quarterly basis

· Handling payroll queries
· Collation and validation of allowances such as Out of hours/On call and Night Shift Allowance claims for payouts every month.
· Head Count Matrix (Monthly and Weekly)

· Hiring New Joiners on the ERP system and creation of Emp Codes

· Administration of New Joiners pre- employment reference check through Vendors

Gulf Contracting Co. W.L.L., - Qatar-Doha ,Asst.HR Officer - 2008 to 2010
	HR records management

HRIS Technologies

Attendance & Time Leave Management


	Employee Relations

Benefits Administration

Basic Employment Law


	HR Policies & Procedures

Employee Exit formalities




Responsibilities:

· Understand the hiring strategies needs of each department and development and develop & implement and appropriate recruitment strategies.

· Hiring New Joiners on the HRIS system and generating Emp Codes
· Coordination with PRO for work visas and renew.

· Responsible for compensation and benefit.
· Ensure effective implementation of performance management system at all levels.

· Partners with management team to drive the talent management.
· Provide advice to management on all HR related issues.
· Accountable for All Employee personnel files and records

· Updation and maintenance of Employee Master Record from time to time

· Ex-employees verification calls and responding feedback

· Accountable for Employees Leaves and Attendance (HRIS)
· Responsible for supervision of camp and welfare facilities.

· Coordination with sites.
· Updating Notice boards with regular bulletins and communications

· Preparation of various official letters 

· Distribution of Paysilps to employees

· Coordinating Recruitment events/ walk-in

· Coordinating visitors

HR Executive  at  Union Roadways  ltd., -Secunderabad – India  (2007 – 2008),
Responsibilities:

· Recruitment/ Sourcing
· Salary Administration

· Office Management Skills

· Mentoring & motivating teams for improving their efficiency, achieving pre-defined targets within time frame, KRA
· Time Management for attendance

· Performance Management

· General Administration
· PF,ESI, Income Tax, Professional Tax, Medical Reimbursement
HR Supervisor  at ABC India Ltd - Kolkata – India (2004-2007), 
 Responsibilities:

· Recruitment and Selection

· Coordinating the manpower planning, recruitment, selection and performance management for all employees in the organization.

· Management of the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements.

· Agencies, Existing databank, Job Portals, Referrals.

· Receive, review, evaluate applications for work history, education and training, salary desired, and other skills and abilities to determine qualification for employment.

· Maintain resume-tracking system. Schedule appointments and interviews.

· Issuing Offer Letters and Appointment Letters.

· Analyzing the manpower requirement of the various departments & branches of the organization. 

· Sourcing of the candidates and conducting 1st round of interview in the terms of qualification, skill sets, credentials, experience etc. which are required for the hit ratio through Job Posting, Liaising with the placement

· Joining formalities and Induction of New Joinees

· Office Management Skills

· Mentoring & motivating teams for improving their efficiency, achieving pre-defined targets within time frame, KRA

· Time Management for attendance

· Performance Management

· General Administration

· PF,ESI, Income Tax, Professional, Medical Reimbursement

Education 

M.B.A-Personnel Management     2009–2013           Madurai Kamraj University
 

Msc –Bioinformatics    
         2003-2005
   Allahabad Agricultural Institute-DU
DOEACC-A-Level(Eqv.PGDCA)      2001-2004           DOEACC Society

Bsc – Physics


         1997-2000
   Guwahati University
personal details

Father’s Name

: Narayan Chandra Das 
Permanent Address 
: Shreebhuminagar,Guwahati,Assam,India,Pin-781034

Passport No. 
 
: G7264815 & Hyderabad, India 
Date of Issue              : 05/02/2008 & Expire on 04/02/2018

Gender
   : Male

DOB

        
: 15-Aug 1977
Marital Status
   : Single



Languages Known 
   : English, Hindi and Bengali.

Mobile Phone #
   : 9957500132(India)

