                                                                                                                  
[image: image1.png]oD




Shamim 

Shamim.100054@2freemail.com
 

                                        HR Administrator  
A professionally trained and highly talented HR Administrator  offering over 6yrs work experience in the U.A.E in Multinational group .I am having experience in the field of Scereterial and office jobs. And able to exercise good communication skills and interpersonal skills and ability to interact effectively at all levels to senior officials and respect them at professional levels. Looking for a similar Job in a reputed Group\Company which will provide me a job of a broader responsibility.
Career Objective                                                                                                                                 

                          To be associated with a progressive organization that gives scope to update my knowledge and skills and be part of the team that dynamically works towards growth of organization and to gain satisfaction there of.

Areas of Strength           
· Office Management Skills.                
· Customer Service Skills.
· Quality and Performance management skills.
· Sales and Marketing.
· Case Management.
Qualification:

Passed H.S.C and  S.S.C        from  H.H.S.R School    Dubai     From 10\1995 till 06\2000.

Bachelors of Business Administration in Human Resources from   The California State  University 

IT Knowledge:

 -  Ms- Office XP  :  Word, Excel ,Internet.

Skill Synopsis

· Honest , courteous and articulate.
· Quick learning new things with minimal guidance.
· Highly capable of dealing and maintaining Client relationship at different level.
· Able to assume multiple responsibilities within time- sensitive and productive environment.
· Outstanding Communication and interpersonal skills with the ability to listen effectively respond appropriately and maintain mutual comfort level.]
· Good experience in Client\Account Management  and PR, administration, coordination with various departments and marketing.
Training and Development Programmes:

2000  E-Com – Asset Int’l Pakistan  

2000  Time Management – Asset Int’l Pakistan

2000  Stress Management- Asset Int’l Pakistan

2001  Risk Management – Asset Int’l Pakistan

2002  Data Recovery Management  – Asset Int’l Pakistan

2003 Effective Negotiation skills – Conducted by Management Improvements Ltd,UK

Professional work History:

Auric Group of Companies
Dubai


from  Jan 2005 to Date

Position

Executive Secretary cum HR Administrator
· Reporting to the Hr Manager of the company.
· Handing work related to labour & Immigration Department.
· Arranging airs tickets & do all the arrangement for visa change of the employees.
· Handling of  Passport Renewal , Visa Renewal and Applying for new Visas.
· File keeping of all the Personal Documents for the Employees 

· Scanning  C.V.S of Candidates for  all types of Positions and giving to H.R Manager. 
· Taking Interviews for Candidates .

· Attending a busy board & screening all calls.

· Taking Messages & booking meetings for the Director & Managers.

· Updating various flies of the company.

· Preparing letter for all the department in regards to banks and government department.

· Maintaining Attendance of all the employees.

· Keeping the track of all the employees visa & Appling for the visa .

· Maintaining the record of day to day work and reporting to the manager.
Emirates Driving Institute    Dubai                  from      Jan 2001 to Dec 04
Position                         Receptionist/Customer Service Executive 

Emirates Driving Institute is one of the reputed driving institute providing training of all type of vehicles to peoples who want driving License

I started my Job in Emirates Driving Institute as a Receptionist in main office giving information to peoples about Training we provide and after 2 years was promoted as a Branch Supervisor to Lamcy Branch 
· Telephone operating giving information of the Services we provide.
                        Handling tel
· Customer Service and Sales on the main Office Desk giving information to customers about the training we provide.
· File keeping and Data entry of the Students registered In the Database of Students.
· Preparing invoices of daily registrations made of the students and depositing money to bank.
· To make monthly Sales Report of the new registrations made .
Personal Details:

Name                                         :  Shamim  

Father’s Name                             : Nusrat Hayat.

Languages                                  : English/Urdu/Arabic.

Visa Status                                  : Fathers Sponsorship.

Martial Status                              : Married.
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