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Summary:

Certified Post Graduate Diploma in Human Resource Management along with Licentiate of the World HR Board as a HR Generalist with hardcore experience of 20+ years in systems and end-to-end processes as HR Generalist, Public Relations Manager, Coordinator and Administrator; a resourceful person having network with professionals in different segments. Project Mentor with Middle Earth HR 
http://www.middleearthhr.com/project-mentoring/get-mentored?p=dubai
Career Objective:
To work in a challenging and dynamic environment by providing my knowledge and expertisewith diligence and enable growth and development of the organization.

Expertise:
· SAP-HCM (Pursuing)

· HRIS, ERP, Focus

· Talent Acquisition
· Talent Management
· Employee Engagement
· End-to-End Processes of Employment Cycle
· Training Need Analysis

· LTC Processes
· Insurance Management

· Facilities Management
· Administration

Professional Experience:
Name of Organization: Jaipur Electricals Trading LLC, Dubai.
Duration: Aug, 2017 till date.
· Customs Clearances

· Import Documentation

· Day Books Checking

· Daily Accounts
Name of Institute: Indira Gandhi Institute of Development Research
(A Deemed University); Reaccredited with ‘A’ Grade by NAAC


Founded and Funded by Reserve Bank of India

Duration: Feb 2016 to Apr 2017
Position: HR/Admin Executive

· HRIS

· Recruitments and HR

· LTC Process

· Medical and Insurance

· Project Appointments

· Residence / Office Allotments

· Legal Matters
Name of Institute: India First Foundation School, Residential School in Karjat.


       (A Concept School)
Duration: February, 2011 to April, 2015
Position: Assistant Manager (Apr, 2012 to Apr, 2015) / PA to Principal (Feb, 2011 to Mar, 2012)
Position: H.R., Admin and P.R., Secretary
· HRM

· Admission Counselling and Conversion

· School Promotions

· Parent Coordination and Client Management

· Training the BD Personnel

· Coordination

· Complete Secretarial support to the Principal

Name of Company: Godrej & Boyce Mfg. Pvt. Ltd.

Duration: April, 2010 to February, 2011
Position: Assistant under Training Manager
· Executive Support to the Training Manager

· Working for Kaizen implementation in the Organization

· Coordination with various Departments
Name of Institute: Glisten Group
Duration: August, 2009 to March, 2010
Position: Manager
· Recruiting and Training the Staff

· Admission Counselling and Conversion

· New Courses Development

· Promotions and Branding

Name of Institute: Institute of Computer Accountants
Duration: April 2008 to July, 2009

Position: Center Manager 

· Recruiting and Training the Staff

· Admission Counselling and Conversion

· New Courses Development

· Promotions and Branding

Name of Institute: ICFAI Business School (IBS) – Mumbai

Duration:September, 2004 to December 2006

Position: Admin Asst. to Program Coordinator (Sept, 2004 to Aug, 2005)
Secretary to Dean (Jan, 2006 to Dec, 2006)
· End-to-End MBA Program Management

· Complete Secretarial Support to Dean

· Coordination with Faculty, Staff, H.O., etc.
Name of Institute: Hyderabad (Sind) National Collegiate Board


A Board managing 27 Prominent Institutes
Duration: August 1999 to September 2004
Position: Junior Clerk-cum-Typist
· Complete Secretarial and Administrative support in Rector and Secretary’s Office
Professional Qualifications:

· Post-Graduation Diploma in HRM with weschool-Welingkar Education (Distance Education), with Distinction (77%) from weschool-Welingkar Education, Autonomous(2017).
· Master Behavioral and Group Coach with World HR Board and Middle Earth HRwith Middle Earth HR andWorld HR Board – Global Certification (2016-2017)with High Distinction (8.1 on 10); includes:
· Certified Psychometric Test Professionalby World HR Board and Middle Earth HR (Global Certification) with High Distinction (8.2 on 10).
· Certified Executive and Life Coach by World HR Board and Middle Earth HR(Global Certification) with High Distinction (8.7 on 10).
· Certified Learning and Development Manager by World HR Board and Middle Earth HR(Global Certification) with Distinction (7.5 on 10).
· Licentiate of the World HR Board as a HR Generalist with Middle Earth HR andWorld HR Board – Global Certification (2014-2015)with High Distinction (8.3 on 10); includes:

· Certified Compensation & Benefits Manager with High Distinction (8.3 on 10).
· Certified Recruitment Analyst with Distinction (7.4 on 10).
· Certified HR Analytics & Metrics Professional with High Distinction (8.4 on 10).
· Certified Performance & Competency Developer with High Honours (9.1 on 10).
· Master Trainer Facilitator by Carlton Advance Management Institute and Middle Earth HRGlobal Certification) with Distinction (8.4 on 10).

Educational Qualifications:
· M.Sc. in Counselling & Psychotherapy with First Class (73%) from The Global Open University, Nagaland (2010).

· B.Com with First Class (61%) from University of Mumbai (1998-99)

· H.S.C. with First Class (69%) from Mumbai Board (1995-96)

· S.S.C. with Distinction (77%) from Pune Board (1993-94)

Workshops and Certifications:
· Pursuing SAP HCM Certification with EDOXI Training Institute, Dubai

· Dermatoglyphics Multiple Intelligence Analyst by Brain Caliber.
· Kaizen Foundations by Kaizen Institute of India.
· Secretarial Grid Works by Grid Works Consultancy Pvt. Ltd., Dr. P.N. Singh Foundation, Mumbai.

Participated in exhibitions, fairs and represented Institute at National Levels like Mumbai, Gujrat, Pune, Nashik, etc. and at the International Level like Muscat, Dubai and Sharjahan.
Personal Details:
Date of Birth:
13th December, 1977
Location: Deira, Dubai, UAE. Postal address be provided on selection / as per requirement.
Languages Known: English, Hindi, Marathi and Sindhi
JAYA NARAIN GOPALANI


Contact: Dubai: +971-547037608


e-mail: �HYPERLINK "mailto:jaya1312@gmail.com"�jaya1312@gmail.com� / �HYPERLINK "mailto:jayagopalani1312@gmail.com"�jayagopalani1312@gmail.com�








