MOHD. JAWAD SIDDIQUI                                              jawad.siddiqui@live.com
                                                                                          Mobile No. +966 531453996 

CAREER OBJECTIVE
· A position in Admin, HR Management in which acquired expertise, creative talent and commitment to excellence will have valuable application.

PROFESSIONAL PROFILE

· More than 15 years’ experience in Business Support, Administration, HR activities such as Recruitment, Organizational Development, Change Management, Manpower Planning, Performance Management, Succession Planning, Formulation of HR Policy, Employee Relations, People Management and QMS.
· Hands on experience of Strategic HR, ERP Oracle and SAP. 
· Projects – Employee Satisfaction, Employee Effectiveness, Performance Management, SLA, Grievance Management, Succession Planning and Career Management. 
· In depth knowledge of day to day operations in all type of HR, QMS, Administration and Management.
· A keen planner, strategist & implementer with demonstrated abilities in Management. 
· Sound knowledge of GCC & Saudi Arabia’s Labor Law.

QUALIFICATIONS

Master of Business Administration 

                                           Millennium Institute of Management, Aurangabad (M.S) India.

May 2006.

Bachelor of Science (Computer Sci.) 

Dr.B.A.M. University, Aurangabad. India
Feb 2004.

Certified Internal Auditor

ISO 9001: 2008

Professional Member of 

SOCIETY FOR HUMAN RESOURCE MANAGEMENT 
Project Management Professional (PMP)

Pursuing

ORGANISATIONAL EXPERIENCE
Working as Administration Manager with Dynamic Industry Limited Co. (Al Khobar). Since MAR 2017 – Till Date. 

Dynamic Industry is a measure player in the field of Trading, contracting and renewable energy in KSA. Dynamic Industry is among one of the measure vendors for Aramco, Sabic, SWCC, SEC, MOE, MOI, MOH etc. 

Accountabilities

· Reporting to CEO.
· Providing superior administrative support to CEO, including correspondence, legal documents, event/ logistics coordination, communications and policy compliance and problem resolution.

· Creating highly effective organizational systems including quick and thorough indexing, filing and offsite storage resulting in easy access to critical information and streamlined office functioning.

· Ensures smooth daily office operations including stationaries, IT, Equipment supplies, maintenance.

· Mange office budget and expenses, meetings, events and travels. 
· Maintaining relationship with board members, internal and external stakeholders, Clients and Subcontractors.
· Registered Dynamic Industry as a vendor to all big companies in different sectors in Saudi Arabia like Saudi Aramco, SABIC, SEC, SWCC, NEOM, Qiddiya etc.  
· Maintaining close relationship with all major clients by providing excellent services to be their preferred vendor.

· Manage and regulate contracts and NDAs with clients, subcontractors, suppliers.
· Attending local and international events, exhibitions, conferences to represent Dynamic Industry for marketing purpose, connecting with suppliers, subcontractors, vendors and clients.   
· Designing and implementing recruitment strategy and manpower planning for various projects. 

· Working closely with different recruitment agencies in different countries. 
· Manage onboarding process for new hires from different countries.
· Supervise and coordinate to GROs for the works related to government agencies.  

· Develop and implement policies & programs that align workforce with key business strategies and initiatives.
· Working on various projects to improve organizational effectiveness, employee satisfaction and performance.
· Manage and maintain companies all facilities including offices, warehouses, employee accommodations, site camps, temporary accommodations, hotel bookings etc. 

· Mange all transportation activities and maintain companies’ vehicles.
· Develop and implement operational policies and procedures.

· Supervise all supply chain operations and internal procurement procedure. 

· Effectively coordinate with project teams, HR team and Finance team to facilitate communication and collaboration among teams and higher management. 

· Work on various projects to improve organizational effectiveness, employee satisfaction and performance.
· Periodically conduct meeting with management to discuss organizational goals, balanced score card, Recommendations and changes in policies, procedures, regulations, and technologies.
· Maintaining ISO standard and oversee health and safety protocol. Giving training to all staff members on ISO.


Worked as HR Specialist (OD & Performance Management) with HEBA Fire & Safety Equipment Co. Ltd. (Dammam). Since Feb 2015 – Jan. 2017. 
Accountabilities

· Reporting to HR Manager and GM (Shared Services) for various projects.
· Handling end to end recruitment.

· Designing and implementing recruitment strategy and manpower planning.   

· Developing job description and duty statements. 

· Initiating organizational development activities.

· Prepare Organizational Structure as per company standard and requests from BUs.
· Designed and implemented Employee Performance Management System.
· Working on Performance Management for all organization (All Departments and BUs).
· Initiated and implemented KPIs to manage performance of all organization.
· Successfully designed and implemented KPIs.
· Evaluating performance of all departments and individuals on the basis of designed KPIs on quarterly basis.

· Presenting Balanced Score Card on quarterly basis.

· Successfully conducted various projects to improve performance and process.

· Successfully conducted surveys on Employee Satisfaction, Employee Effectiveness, HR Audit Questionnaire and analyzed findings and used data for performance improvement. 

· Successfully designed SLA (Service Level Agreement) for all departments.
· Aligned SLA with departments’ objectives and goals to measure performance.

· Worked on Succession Planning and Career Management project. 

Worked as an HR Generalist with SAUDI OGER LTD. KSA. Since Feb 2011- Jan 2015.
Accountabilities

· Reporting to HR Head. 
· Handling all the HR and Personnel Operations for 1200 Plus multi cultured employees of south region.
· Coordinate with regional HR Manger for interviewing, hiring, terminations, promotions and performance review.

· Responsible for complete recruitment activity.
· Assist in career development planning in the organization.

· Assist in Designing and Implementing Performance Management System.
· Assist in developing Balanced Score Card. 
· Conduct regular performance review analysis to ensure that organizational goals and KPIs are properly reported and monitored. 
· Conduct new employee orientation and assist with benefits enrollment issues as required.

· Develop job descriptions and Prepare Organization Structure.
· Assist in Succession Planning and prepare Personal Development Plan.

· Manage Induction Programs for newly joined employees.   
· Manage and ensure Implementation of Personnel Policies.
· Maintain records and compile statistical reports concerning personnel related data such as hires, transfers performance appraisals and absenteeism rate.

· Maintain HRIS which included reporting and updating personnel data to ensure consistency within the company systems.

· Successfully designed and implemented Employee Grievance Management System.
· Educating the employees on Company Personnel Policies and working procedure.

· Planning a training program for employees as per requirements. 
· Perform preliminary exit interviews and generate appropriate paperwork for corporate payroll and benefits.

· Organize the details of special events, travel managements and corporate agendas.
· Prepare and maintain monthly payroll, attendance and annual vacation records of all employees.

· Arrange mobilization, transportation and accommodation for new employees.

· Coordinate with safety personals to ensure the implementation of all health and safety policies. 
· Maintaining ISO standard and giving training to all staff members on ISO.

· Supervise efficiently and motivate all junior staff members.

Worked as PROJECT ADMINISTRATOR with SAUDI BINLADIN GROUP, KSA. Since Nov 2009- Dec 2010.
Accountabilities

· Reporting to Area Project Manager. 
· Handle all the HR and Admin Operations for 800 multi cultured employees of Al Jouf region in KSA.

· Managed schedules, appointments, travel, organized office functions and oversaw daily operations of office.

· Coordinate with head office to solve all employee relation’s issues and grievances.
· Coordinate with head office for project manpower planning and manpower recruitment. 
· Maintain records of data such as hires, transfers, performance appraisals and absenteeism rate.

· Educating the employees on Company Personnel Policies and working procedure.

· Liaison between all impacted departments to ensure proper communications and reporting practices.
· Organize the details of special events, travel managements and corporate agendas.

· Arrange mobilization, transportation and accommodation for new employees.

· Supervise all junior staff members.
· Prepare and maintain monthly attendance and annual vacation records of all employees.

· Manage relationship with subcontractors and manpower suppliers. 
· Handling project petty cash and process monthly expense reports reflecting supporting documents and budget code indexes.

Worked as an ADMIN & HR MANAGER with JUNAID INDUSTRIES, MUMBAI. Since July 06 to Oct 09.
      This is an ISO 9001: 2000 company catering to automobile industry, Manufacturing and exporting                     
      Automobile components.
Accountabilities

· Provided superior administrative support to director, including correspondence, legal documents, financial management, event/ logistics coordination, communications and policy compliance and problem resolution.

· Created highly effective organizational systems including quick and thorough indexing, filing and offsite storage, resulting in easy access to critical information and streamlined office functioning.

· Performed all HR and personal functions.

· Effectively handled all internal and external communications.

· Coordinated to the director in the interviewing process to hire a best talent.

· Established organizational structure of the company with director.

· Handled key issues related to staff, task and clients.

· Effectively handled and supervised all the junior staff members.

· Distributed daily workload to ensure all department complete work on time.

· Monitored and managed all legal contracts with clients and vendors.

· Mange vendor relations to ensure the cost-effective purchase.

· Provided customer services and maintained relationship with clients and vendors.

· Managed key accounts of potential customers.

· Conducted extensive internet research on market and competitors, executed related strategic plans, promotions, advertising, financial forecasts, pricing. 

· Responsible for achieving targets set by director pertaining to manpower, safety, cost and delivery of products.

· Oversaw the daily operations of transportation and timely delivery of products.

· Controlled all company assets, facilities and equipment. 


Salary Expectation: Negotiable.

Joining Period: Two Months’ Notice Period.
Iqama Status: Transferable.

PERSONAL DETAILS

Name


:
Mohd. Jawad Siddiqui

Father


:
Iftequar Mohiyoddin
Nationality

:
Indian

Passport Number
:
T3927373
Iqama Number

:
2434087769

Iqama Profession
:
Information System Analyst

Iqama Status

:
Transferable

Date of Birth

:
02 Dec 1982
Driving License 

:
2434087769

Marital Status 

:
Married.

Notice Period

:
Two Months
Languages known
:
English, Arabic, Urdu, Hindi, Marathi.
Address              
:
Al Khobar, Kingdom of Saudi Arabia.
Contact


:
jawad.siddiqui@live.com
mohd.jawad@rediffmail.com
Siddiqui-jawad@skype.com

Mobile No. +966 531453996.
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