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NORMAN DSOUZA                                                                          
                                      
Mob
: +91-9880565478
E-Mail
: 
norms4u@hotmail.com
linkedin.com/in/norman-dsouza-1988a5137                                                                                  
Mangalore, Karnataka, IN
DIA
)






 (
Objective
)


Seek a responsible and pro-active position in a highly professional environment that will utilize my potential to emerge as a successful individual, while contributing to the organizations growth.
 (
Strengths
)



 (
Education
)


                

 (
Additional Qualification
)

 (
Vskills
 certified (Govt. of India and Govt. of Delhi initiative) HR Manager.
IAS coaching for 9 months from ALS Delhi (India’s top IAS coaching institute)
Successfully completed data Entry Course from 
Mastech
 India Pvt. Ltd, Mangalore, 2009 with grade as Excellent
Successfully completed the business accounting software course (TALLY) from IBM (Mangalore, India 2004 with grade “A”).
Successfully completed a course entitled G-operator (Windows, MS-Office, Internet and Email) from G-Tec computer education, 
Kasaragod
 with grade “A”
)









 (
Experience
)

 (
2016- To date: 
 Recruitment Head- Projobs4you LLC, 
                                                                                                                     
) (
UAE based firm
 
(Working from Mangalore, India)
Heading the Entire A to Z recruitment for the company
Handling a team of Fulltime and Freelance recruiters
Extensive Experience in Sourcing the Apt Talent from across the globe such as : UAE, Saudi Arabia, Kuwait, Qatar, Ukraine, Iraq, India, China, Japan, Indonesia, Malaysia, Singapore, Australia, Nigeria, Tanzania, Kenya etc.
Creation of Job descriptions and Job Ads as per the Client specification
Sourcing and Screening of Candidate Database and conducting candidate interviews
Maintaining Recruitment Databases
Candidate t
raining and briefing.
Employee onboarding, Training, Counseling, Grievance handling.
Regular coordination with the clients until service delivery and post-delivery and maintaining a high standard with the quality of service provided.
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 (
2015-2016:
 
Entrepreneur- Fish on Wheels  
                                                                                                                     
) (
O
ne of a kind Fresh Fish retail shop in Mangalore called “FISH ON WHEELS”. 
    
                                                                                                                                        
 
                                                                                                                                             
                                                                                                             
                                 
   
Played a crucial role in its Initiation to 
implementation inclusive of the Planning, organizing and implementing the entire business plan
Organizing the financial resources 
Designing the Advertising/Marketing Strategy
Procurement of Physical resources
Manpower planning and management
,  inclusive
 of recruitment, employee relations, payroll etc.
Business development initiatives
OUTLET TERMED AS ONE OF THE BEST/HYGIENIC FRESH FISH RETAIL SHOPS IN MANGALORE
)                                                                                                                                                                         [image: C:\Users\lenovo\Desktop\FIsh on wheels.jpg]
















 (
OCT 2014 TO MAY 2015
-  HR
 & Admin Manager - AL-BUSTAN-AL-KHALEEJI, KUWAIT                                                       
                                                                                                                     
) (
Worked as an HR&ADMIN MANAGER in an FMCG distribution company in Kuwait, overlooking the entire HR 
& 
 
Admin
 functions of the organization with an employee strength of around 260+ 
 
DUTIES AND RESPONSIBILITIES
Policy creation and implementation in accordance with the national labor laws
Recruitment and selection as per the organizational manpower planning and budgeting
Preparation of offer letters, employment contracts, increment letters, promotion letters, warning letters, memos, Announcements etc
.
Database Management of the entire HR process
Liaison with various recruitment agencies/Manpower companies for recruitment need
Overlooking the visa procedures and liaison with PRO’s to speed up the legal processes
Assisting the payroll team with salary calculations, leave salary, overtime, deductions, Indemnity, final settlement
Heading the grievance handling cell and solving the employee grievances
Preparing JD’s for various significant posts within the organization
Preparing an organizational structure and an hierarchy model 
Annual Performance review management and employee rewards and increment initiation
Planning and conducting trainings for the employees by preparing a department wise training module.
Conducting Exit interviews for employees
Liaison with various vendors and suppliers to fulfill the supply and maintenance needs of the physical space
Tracking maintenance contract renewals
, 
 
rent
 agreement renewals, suppliers and vendor agreement renewals, etc.
Actively involved in the branding and marketing activities of the organization
Overall Management of the HR and Admin process other organization
   
ACHIEVEMENTS
Recruited candidates for high profile roles of Business Heads
, 
 
Unit
 Managers etc.
Created a grievance handling cell with a structured format
Created a structured and detailed annual PMR process
Initiated the Manpower requisition process.
Created and implemented policies related to leave, working hours, Loan, Hygiene and cleanliness, grievance
Implemented a recruitment process with minimal time delay 
Initiated a motivation policy in order to ensure satisfied employees and reduce attrition rate
Conducted Management training for Business Heads and trainings related to safety and hygiene
Initiated a structured Exit interview process
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 (
Worked as a Business Manager in a family owned garm
ent store at 
Seethangoli
, India, 
overlooking the entire functioning of the store.
DUTIES AND RESPONSIBILITIES
HR
 activities inclusive of recruitment,
 
payroll, employee relations, leave management, etc
..
Coordination with the government organizations for the l
icense and tax related purposes
Purchase coordination of materials and equipment’s
 required for the store
Marketing activities inclusive of billboards, print and television media advertising.
Sales maximization strategies by introduction of offers and schemes.
Finance management and account keeping.
An overall A to Z management of the store.
) (
 
Jan 2012 To 2014- Business Manager- ANGEL- 
Seethangoli
, INDIA.
                   
                                            
                                                     
                                                                                                                     
)                                                                                                                                                                 [image: C:\Users\lenovo\Desktop\Angel.jpg]













 (
 
NOV 2012-JAN 2013- KVR CARS- KASARAGOD/INDIA 
                                                                                                                     
)                                                                                                                                                                             [image: E:\Norman\Logos\KVR.jpg]
 (
As part of my final year MBA project work, I conducted a research
 
related to how well the training policies and procedures of the company have resulted into a better employee performance and suggested methods to improve the same.
Project Title: “A significant study on effectiveness of training and development at KVR cars, 
Kasaragod
”
Description:
Briefly outlined the effectiveness of training and development
 at KVR cars showroom at their 
Kasaragod
 branch.
Identified the organizations existing t
raining and development methods
Measured the success rate of the existing trainin
g policies of the organization, 
with regards to employee performance.
Identified areas of improvement with regards to the training policies of the organization.
Suggested alternative training methods to improve the efficiency and effectiveness of the existing employees.
)














 (
15th Sept 2011- Feb 15th 2012 - 24/7 CUSTOMER, BANGALORE, INDIA (TEMP ROLE)                                                                                                                                                    
                                                                                                                     
)                                                                                                                                                                     


 (
Worked as a CSE/Voice process for 24/7 Customer, Bangalore, India, dealing with credit card sales in a Canada voice process catering specifically to the Canadian customers.
Interaction with potential customers internationally and converting them into Actual customers.
Engaging the customer in the conversation and building customer interest in the product
Conversion of an uninterested customer into a buyer.
Increasing the product sales, by building the customer base.
Giving a detailed and well versed explanation of the product to the potential customer.
Maximum utilization of one’s communicat
ion skills in order to generate 
revenues for the organization.
)















 (
28th April 2010 to August 20th 2010 - KEANE -BANGALORE, INDIA                                                                                                                     
                                                                                                                     
)                                                                                                                                                           [image: E:\Norman\Logos\Keane.jpg]
 (
Worked as an 
HR GENERALIST
 in 
Keane India,
 an IT company, from, completely taking care of the employees concerns from A to Z during their client Assignment in US. 
(Being their first source of HR contact).
DUTIES AND RESPONSIBILITIES
Active member of the US-HR and KI-TRAVELLING TO US team.
Employee detailed briefing before their travel to US on assignments.
Sending out federal and crucial documents to the employees to be filled out on their US arrival.
Initiating employee transfers from INDIA to US payroll.
Preparing and sending out employee US offer letters.
Enrolling the employees in insurance and taking care of their concerns regarding the same.
Taking care of employee relocations, permanent transfers and resignations.
Conducting employee exit interviews and trying to retain their service.
Constantly providing input to the payroll team regarding salary increase, deductions and all the monetary changes taking place with the employee profile.
Addressing the employee concerns from A to Z, by being their first point of HR contact.
Maintaining a constant employee relationship, in order to give the employees a sense of job satisfaction.
Initiating employee terminations on their assignment conclusion, and calculating their leaves, LOP and initiating their US full and final.
Constantly updating the reports and sending it out to managers on weekly and monthly basis.
Initiating changes in some of the procedures being carried out, in order to have a smooth process flow.
As a sum up, taking care of the entire HR activities of the employee during their 
secondment
 in US.
Reason for Leaving: Higher 
Studies(
IAS).
)



























 (
SAKSHI ADVERTISING- SHARJAH, U.A.E
)

 (
Worked as an 
HR & MARKETING TRAINEE
 in 
Sakshi
 Advertising
 Company, 
Sharjah
 for a period of 4 months.
DUTIES AND RESPONSIBILITIES
Handling employee passports and other visa related documents
Keeping a record of employee visa, passport, health 
card
, and employment contract issue and expiry dates
Collecting the required documents and sending it for employment visa purposes.
Maintaining records of the employee documents in files as well as in the system
Working on employee performance appraisal forms 
Working on sales incentive plan for the sales team of the company
Having a personal interaction with the employees in order to know more about the employee satisfaction and to get feedback on issues related to the management.
Building a healthy and friendly workplace atmosphere for the employees 
Screening various CV’s and selecting the appropriate ones suitable for the vacant position in the company.
Organizing selected candidate’s
 interview with the HR
 manager.
)


























 (
PHILIPS - DUBAI
)      

 (
As part of 
myfinal
 semester B.B.A internship, I have completed my project in Philips lighting department. The project
, 
being able to analyze the lighting products of the company and understand the retail management capabilities of Philips lighting in the U.A.E.
 
Project Title
: 
“Detailed analysis of Philips lighting and an observational study on its retail management capabilities in the U.A.E”
Description
Analyzed the various lighting products of the company and its features in a catalogue manner.
Obtained information on the shelf space dominance of the company’s lighting products in various retail outlets across the nation.
Collected information on the competitor’s products and their pricing strategies.
Suggested methods to improve the shelf space dominance of the company’s products.
)
















 (
AC NIELSEN - SHARJAH, U.A.E, (Market Research Company)
)


Sharjah Branch: June 2006 to Jan 2008.
(Part Time Job during College)

 (
Additional 
Infomation
)


 (
Personal Details
)




  References: 
· Saritha Reshma Shaik: Founder & MD- Projobs4you LLC, UAE. saritha@projobs4you.com  +971566934855

Excellent Recruitment & Human Resource Skills


Excellent communication skills and leadership quality.


Ability to work efficiently under pressure


Managerial capabilities


Excelptional Training and Counselling Skills













MBA 
in HR from 
SIKKIM MANIPAL 
UNIVERSITY 
with Grade “A”


PGDGC (Post graduate diploma in Guidance and Counseling)



BBA in Marketing, from MANIPAL UNIVERSITY, Academic city, Dubai, UAE  


Higher Secondary in PCMB from ST.ALOYSIUS College Mangalore, Karnataka Board


Secondary School from ST.ALOYSIUS High School Mangalore, Karnataka Board      













Attended various leadership seminars and training programs.


Acted in Several stage Plays.


Special interest in sports like cricket, carom, table tennis, football, volleyball.


Consider honesty to be a vital part of my personality


Participated in numerous competitions in Singing, Dancing, poetry and bagged prizes.














Date of Birth		: 11-02-1985


Driving license	              : Valid Indian four wheel/ two wheel driving license


Passport                             : Valid Indian National Passport


Languages Known             :  English, Hindi, Konkani, Kannada, and Tulu.
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