FEMINA 
Email: famina.104085@2freemail.com  
OBJECTIVE:

A challenging and rewarding career in the Human Resources field. EDUCATION:

· MBA (Marketing and HRM) from M.E.S. College of Engineering, University of Calicut, Kerala, India.
· B.COM from TKM Arts College, University of Kerala, India.
>
HSE (+2) from New Indian Model School, Dubai, UAE. COMPUTER LITERACY:

· Completed higher diploma in Software Engineering (HDSE) - 2 year course in languages including MS Office, Visual Basic, C++, Java Script, ASP & Web Designing.

CORE COMPETENCIES

· Knowledge in all the functions of HR like Training, Performance Appraisal, Recruitment, Employee Relations, Leave Management, Payroll.

· Excellent management skills and Team Player mentality

· Good Employee Relations and Interpersonal Skills

· Sound consulting skills and decision- making skills

· Solid financial and analytical skills

· Superior communication (oral and written)

· Ability to work with relational databases, spreadsheets, e-mail, internet research sources, and word processing software

· Ability to quickly adapt to a new environment / processes with ease

PROFESSIONAL EXPERIENCE

I.   BinHendi Enterprises, Dubai, UAE SEPTEMBER 2008 - TILL DATE

PAYROLL OFFICER Roles & Responsibilities:

· Ensuring timely and accurate processing of monthly payroll

· Manage and control of monthly payroll cycle including attendance, leave, new joiners, final settlement and staff incentive

· Processing salary changes in GEMS system for Increment, Promotion and Incentive

· To ascertain and process salary advances, deduction and reimbursements

· Preparing Annual Leave Voucher & Final Settlement

· Entry of new employee details on system

· Preparing Overtime payments & Incentives for employees

· Updating Leave, Absence & Duty resumption
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II. Dubai World, Department - Dubai Security Services (DSS), DUBAI, UAE DECEMBER 2005 - MARCH 2007

HR ADMINISTRATOR Roles & Responsibilities:

· Set up all necessary personnel files and maintains related records

· Handling Joining formalities and Induction programs

· Reviewed candidate inventories and contacted potential applicants to arrange interviews and conducted preliminary interviews

· Notified applicants of results of selection process and prepared job offers

· Handled  cancellation of employment dealing with resignation, termination, Absconding

· Leave & Absence Management

· Handled salary issues

· Process all salary changes due to merit increases, promotions, bonuses, and pay adjusts and forwarded to payroll. Administration of rewards and recognition program

· Preparation of accurate monthly Reports of the company

· General Office Administration

· Coordinated employee performance and appraisal programs

· Drafting HR policies for DSS, Recommended implementation of changes in HR policies, Systems and Processes

ACHIEVEMENTS

❖ Has been presented with Certificate Of Appreciation in Recognition of Human Resource Services

PROJECTS UNDERGONE ( Part of MBA degree)

I.
Title : "A Study on The Buying Behaviour of "Himalaya's Products"

Organisation : The Himalaya Drug Company, Bangalore, India Description : The objective of the study was to understand the buying pattern of Himalayas products among customers, to know the awareness, preference level and the factors influencing purchase decision

II.
Title : "A Comprehensive study on Communication Mantra Pvt. Ltd"
Organisation : Communication Mantra Pvt. Ltd", cochin

Description : The objective of the study was to understand the overall functioning of an advertising agency, its various functional activities

III.
Title : "Overall study of a business unit"

Organisation : Kerala Minerals and metals Ltd, Kollam Description : A comprehensive study of the unit was undertaken

PERSONAL DETAILS:

Nationality Date of Birth Religion Marital Status Languages Known Visa Status Driving License Reference

Indian 7,hOct 1980 Islam Single

English, Hindi, Malayalam, Tamil Employment Visa Hold UAE driving license Available upon request
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