
PETER D’CUNHA


Contact No: 00973 – 3606 3296                                 

    E Mail: p.michaeldha@yahoo.com


Looking for career enrichment assignments in Human Resources / Administration with a growth oriented organisation


· A perceptive professional with over 17+ years of qualitative experience in Human Resource / Administration & Customer Service Management in FMCG & Construction Industry.

· Impressive record of streamlining operations, handling the entire HR process including human resource planning, recruitments, salary & wages administration, employee welfare & grievances, and general administration. 

· Demonstrated abilities in evolving HR System and Compensation/Payroll etc. 

· Highly articulate and effective communication with excellent team-building and interpersonal skills, work well with individuals at all levels. Recognized as resource person and creative leader.
CORE COMPETENCIES
	· 
	Personnel Administration
	· 
	Manpower planning
	· 
	Employee Relations

	
	
	
	
	
	

	· 
	Customer Service
	· 
	Client relationship
	· 
	Effective Communication


CAREER FEATURES
· April 2010 – Presently working

            G. P. Zachariades (Overseas) Ltd. Bahrain

Assistant Manager- Human Resources (International Operations)
Role: (Responsible for Bahrain, KSA and Oman operations)
· Assisting the CHRO in day to day activities of HR department. 
· Acting as one point contact for all HR matters like time keeping / attendance, maintenance and compensation of employees, training, manpower planning etc.
· Spearheading efforts across developing, managing and ensuring smooth implementation of HR polices for manpower planning, recruitment, appointment, selection and development.

· Making effective contributions in recruitment, induction and deployment of staff members and regularly monitoring their performance levels (through Site PMT) to ensure highest efficiency levels.

· Maintaining a good employee relationship by frequent site visits & active grievance redressal.
· Ensure that all employee related services such as Leave processing, Issuance of Employment/Service Certificates, Visa processing, Passport renewals, Air travel Entitlements, and related benefits are implemented in a timely & efficient manner. 
· Maintain a flawless communication with the employees; ensure timely resolution of employee grievances and harmonious working environment at all levels.

· Accountable for managing ticketing within the budget and liaising with relevant Embassies for visas, appointments, arranging meetings etc.

· Developed company’s first-ever standardized disciplinary procedures that insulated company from legal risk and ensured consistent and fair discipline processes.

Achievements:
· Major achievement in transforming the 32 years manual HR system into ERP-GP 
· Successful implementation of ERP system MS-GP & currently under process MS-AX.
· Introduced a cost effective recruitment solution – Naukri.com & Gulf Talent job porter to speed up the recruitment process.
· March 2007 – March 2010

      
            Cyprus Building & Road Const. Co, Bahrain
HR In-charge
· Recruited to help open new company branch, guiding the startup and management of a full spectrum of HR operations, systems and programs.
· Worked with Senior Management to create HR policies and procedures, recruit employees, and develop orientation, training and incentive programs.

· Managed leave-of-absence programs and personnel records; administer HR budget and handle workplace issues.

· Resolved conflicts between employees and insurance carriers, coordinated health fairs to promote employee wellness and performed exit interviews.
· Arranged job descriptions across all levels to construct an accurate picture of the duties and skills required for each position.

Achievements:
· Settled the Personnel department from scratch.

· Recruited 35 candidates through campus placements.

· May 2004 – January 2007

      
            


            Chr. A/S, Denmark 
Manager, Customer Service Int’l Operations
· Responsible for supervision of 120 executives @ 30 customer service centers across the globe; fostering strong relationships with major FMGC companies in MENA region.

· Responsible for delivering prompt and accurate customer service, ensuring team achieves customer targets for order fulfillment and product availability across the entire supply chain delivery process.

· Solved point-of-purchase marketing challenges in collaboration with the marketing team.

· Managed budgets, targets and commissions for MENA region.

· Managed new leads, existing clients, pitching the expanding range of products.
· Supported Sales – VP with developing and implementing sales strategies.

· Managed regional order desk and order to delivery process. Order capturing process compliance.
· Ensured customer satisfaction and proactive communication.
· Performed market research surveys amongst client base to seek feedback on sales techniques, follow-up methods, deliveries and quality of after sales technical service.
· Responsible for Sales forecasting across the globe in order to plan and facilitate the strategic direction of organization products.

Achievements:
· Collaborates with SAP technical professionals on the implementation of global order taking through web / centre / telephone and shipping efficiencies that slashed the manpower reduction by 20% resulting greatest cost savings in the company history.

· As a team, consistently hit and surpass monthly sales targets.
· Made the highest revenue for the quarter six times over the span of four years. Consistently produced one of the top ten highest sales revenues.

· Reduced staff turnover by 15%, benchmarking a record-setting improvement in staff retention due to the success of employee-development and morale-building programs.

· June 1998 – April 2004

      
            


          Arcad Trading, U.A.E
Office Incharge
· Supervised daily office operations assuring optimum cost controls. 
· Build and foster business relations with suppliers and their representatives. Manage all aspects of suppliers’ agreements including the drafting, review, negotiation, amendments, renewal and termination of agreements in a timely manner.
· Recruit, interview, hire and conduct mandatory trainings. 
· Effectively managed marketing and advertising activities, as well as accounts payable / receivable and payroll processing.

· Ensured the compliance of all agreements with company policies and applicable laws related to import / export.

· Provided assistance and administrative support to the Chairman with a prime responsibility of ensuring confidentiality of work at all times.

· Interfaced with other secretarial and administrative staff across the organization as well as external corporate for smooth coordinate of work.

· Kept the current inventory of all capital equipment, ensuring all insurance policies have adequate coverage and updating as required.

· Responsible for HR functions, such as recruitment, staffing, generating payroll etc.
TRAININGS ATTENDED

May 2004 – SAP Training on Customer Service Module (in-house training by Chr. Hansen, DK)
November 2010 – Effective Training Needs Analysis by Dynamics, BH.
December 2010 – MS-GP Training on HR / Payroll Module (in-house training by Kanoo)
ACADEMIA

1995
Bachelor in Commerce, Mumbai University 
(Major Subjects: Human Resource Management & Accounting)
I.T. SKILLS

Conversant with DOS, MS – Office, SAP (Customer Service Module), Prisma (Complaint module), MS-GP, MAC, Lotus notes, Outlook Express
PERSONAL SNIPPETS
Date of Birth

:
10th October 1972
Nationality

:
Indian
Marital Status

:
Married

GENERAL INFORMATION:
Linguistic Abilities
:
English & Hindi
Driving License

:
Valid light vehicle license issued by Bahrain Traffic Directorate.

Reference 

:
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