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	AAISHA KABEER 
	
	  ADMINISTRATOR AND HR ASSISTANT    
	
	




	Career Objective

	To enhance my knowledge and skills in relevance to my profession, particularly in Human Resource and Administration functions.
            

	Experience
	2010-2011                Abu Dhabi, UAE 

                                  Administrator and HR Assistant

	SUMMARY:

Under general supervision, performs a variety of responsible and complex technical and administrative duties relating to personnel functions and programs including in the areas of employment recruitment, workers compensation, benefits administration, classification and compensation, employee relations, human resources activities, processes, policies, and procedures; prepares various correspondence and memoranda; coordinates activities related to area of assignment; and performs a variety of tasks requiring specialized knowledge related to area of assignment.
PRIMARY RESPONSIBILITIES:


· Responsible for the interpretation and application of the Staff Rules, regulations and procedures.

· Ascertains human resource requirements for the office ensuring the timely          advertisement and filling of vacancies
· Participates in the selection of internal candidates and submits appropriate           recommendations; Interviews and tests new candidates, verifying Educational qualifications and previous employment record; Manages the advertisement and filling of local vacancies, advising applicants on the nature of the responsibilities to be performed as well as entitlements and career  prospects;

· Briefs newly arrived staff on related administrative formalities and ensures all

arrangements made for onward travel, if applicable.

· Maintains and monitors leave records and requests for overtime.

· Provides support, guidance to personnel staff as required.
· Represents the office individually or as part of a team in meetings concerning personnel issues.
· Negotiates staff complaints and maintains harmonious relations with local Staff Council.
· Performs other duties as required.

· Oversee all aspects of general office coordination.

· Maintain confidentiality in all aspects of client, staff and agency information.

· Interact with clients, vendors and visitors.

· Open, sort and distribute incoming correspondence, including faxes and email.

· Sign for and distribute delivered packages.

· Perform general clerical duties to include, copying, faxing, mailing and filing.

· Coordinate and maintain records for staff.

· Create and modify documents such as memos, letters.

· Set up and coordinate meetings and conferences.

· Prepare agendas and make arrangements for committee, Board or other meetings.

     
Make travel arrangements for staff, board.
2006-2009

 MUSALLA GARMENTS, Dubai, U.A.E



Administrator​​​​​​​

PRIMARY RESPONSIBILITIES:
· Assist and support Manager in carrying out his tasks related to his assignments to implement goals, objectives and priorities to assigned programs in order to achieve the department's targets,  
·  Coordinate office correspondence including mail out, mail in.
· Preparing and maintaining of daily reports, task follow-up, and committee reports.       
· Booking and confirming Appointments, Data entry, Making Invoices, Filing, Faxing, & Drafting Letters, Correspondence, preparing cheques and vouchers

· Daily scheduling of work depending on the orders received.  

· Maintaining Attendance register and Cash register & Handling petty cash.

· Maintaining inventory list 
· Solving quality issues.
	 Education
	2009-2011

American Heritage University, Dubai, UAE



MBA 
                       Master of Business Administration
                       with specialization in Human Resource Management                  
2005-2008                Mahatma Gandhi University. Knowledge Village

                                   Dubai. UAE

                                 Bachelor of Commerce

2004-2005                The New Indian Model School, Dubai, U.A.E
                      Board of Higher Secondary Education, Govt .of Kerala

	
	


	Skills

	· Fluent in English, Hindi, and Malayalam
· computer literacy 

· Enterprise resource planning (ERP)
· good MS Office Application understanding

· familiar with Statistics and Mathematics package

· Tally

· Ability to work in a team & take appropriate decisions 


	
	

	Hobbies
	Listening Music and cooking.


	References

	Available upon request
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Nationality: Indian


Sex: female


Marital status: married


Born: 06/04/1987


Visa Status: Husband Visa 
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