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	MBA qualified professional with 5 years rich experience in Human Resources and Administration functions gained within diversified industries. Competencies in providing efficient HR Operational and Administrative support, handling multiple tasks, fulfilling organizational objectives and dealing with multicultural personnel. Well organized and efficient professional with excellent communication, analytical, planning, organizing, coordination, time management, and IT skills. Seeks a challenging HR & Administration profile to share and enrich gained knowledge. 


	STRENGTHS

	· Holds 5 years of professional experience
	· MBA degree in Human Resource & Marketing 

	· Excellent exposure and command over various functions of HR and Administration
	· Excellent knowledge & understanding of UAE labour law and hands-on experience of all types of Visa & Work Permit procedures

	· Strong commitment to service excellence
	· Maintain strict confidentiality of records

	· Tact to deal with individuals at all levels
	· Proficiency in using computer applications


	QUALIFICATIONS


	Master of Business Administration in HR & Marketing 2012]
Vinayaka Mission University India

	2012


	Master of Arts 

B R A Bihar  University, India


	2002

	Bachelor of Arts
B R A Bihar  University, India, India


	1998


	ACHIEVEMENTS

	· Awarded as Best Employee for the years 2003 and 2004 while working with Jugal Trading & Training.
· Gained sound knowledge of local employment practices also well versed with UAE Labor laws.

· Consistently demonstrated resourcefulness and initiative in supporting employee needs in a high-pressure environment with flexibility in working well in cross-functional teams.  
· Displayed integrity and strong work ethic in upholding confidentiality in official records.  
· Involved actively in various arts and sports activities that were held during school plus college days. Have won numerous prizes for the activities attended. 


	CAREER SNAPSHOT

	

	HR Administrator, Mawarid Trading Emirates, Dubai, United Arab Emirates 

Retail Industry (Perfume and cosmetics) company based in Dubai

HR & Administration Executive, Mawarid Trading Emirates, Dubai, United Arab Emirates
	Nov 2011 – June 2013
Apr 2010 – Nov 2012

	Retail Industry (Perfume and cosmetics) company based in Dubai
Health Insurance In charge , Mawarid Trading Emirates, United Arab Emirates
	Apr 2009 – Apr 2010

	Retail Industry (Perfume and cosmetics) company based in Dubai


	Administrative Assistant, United Supplies Establishment, Dubai, United Arab Emirates
	Jun 2006 – Apr 2008

	Building Material Company big Supplier of Sanitary ware. Dubai


	Associate Compliance Officer, Legal Axis,  Delhi   India
	Jun 2005 – Feb 2006

	 Leading all Legal fields in all spheres of compliance matter. India.


	Human Resources Assistant, Jugal Trade Delhi, India
	Aug 2003 – Jul 2005

	A reputed Garment Industry, India.



	AREAS OF EXPERTISE

	 

	HR Operations -Employee Relations -Recruitment -On-boarding & Off-boarding- Compensation & Benefits-Payroll-HR Records Management-Legal & Regulatory Compliance-Project Management-Contract Negotiations -Facility Management-Knowledge of UAE Labour Law- Relationship Management with Government Offices-Vendor Management
· Manage and supervise all administrative duties efficiently including correspondence, logistics coordination, facility management, customer relations, supplier dealings, as well as IT support 
· Act as point of contact between staff and department heads on staff and administrative matters.

· Process, document, and report on personnel activities including leaves, recruitment, training, grievances, performance evaluations, and other staff records.  
· Maintain a cordial and effective working relationship with government departments to complete formalities related to visas, insurance, medical, licenses and its renewals.
· Work alongside team in handling employee welfare to ensure that employment practices and HR programs comply with company policies, procedures and processes as well as local laws.
· Present reports to the HR Manager and provide suggestions to drive a more stable organization.
· Gain knowledge of the organizational set up and understanding of the company’s objectives. 
· Liaise with different departments to coordinate activities, exchange information, and resolve issues as well as to ensure timely implementation of objectives.


	

	PROVEN JOB ROLE

	  HR Administrator  – Mawarid Trading emirates
· Be the first point of contact for all HR/Admin related queries

· Administer HR related documentation, such as contracts of employment

· Ensure the relevant HR database is up-to-date, accurate and complies with legislation

· Assist in the recruitment process

· Liaise with recruitment agencies

· Set up interviews and issue relevant correspondence

· Process employee enrollments and terminations as required

· Provide support for payroll and HRMS
· Provide clerical and administrative support to Human Resources

· Support and facilitate periodic and regular benefit plan evaluations and changes including plan analysis, contract review and employee communications

· Process vendor reports and invoices

· Research and resolve problems, perform schedule activities, and liaison with service providers

· Liaising with government authorities with regard to issuing and renewals of licenses

· Responsible for arranging accommodation facilities for internal staff and visiting guests, and facilities management

· Responsible for taking care of travel arrangements of staff and management

HR & Administration Executive – Mawarid Trading emirates
· Issuing offer letters, salary certificates, and employment contracts

· CV screening and setting up interviews

· Maintaining and updating the employee data base using HRIS

· Liaise with recruitment agencies

· Employee enrollments and terminations management

· Liaising with Government offices for issue and renewal of trade license and lease agreement

· Documentation and processing of visa and other applications to Government Services Office, TECOM

· Coordination with global offices on visa and travel related requests 

· Supervision of petty cash, inventory management, general office maintenance and the admin team

· Manage employee attendance records using biometrics

· Vendor management and Invoicing

· Ensure all banking related transactions are carried out in a timely and orderly manner
· Ensure all audit related documents are maintained properly
· Arrange and make timely settlements of various service accounts.

· Liaise and coordinate with embassies and consulates for visa procedures
· End-to-end handling of all aspects related to Sutherland’s office relocation


	Health Insurance In charge – Mawarid Trading Emirates.
· Performing whole gamut of human resource and administrative functions related to health insurance cards selection.
· Providing the all health and maternity sales promoter as per the UAE  Labor Law 
· Issuing offer letters, contracts of employment, job descriptions and letters advising of contractual changes.  

· Processing and completing formalities related to health insurance card as per the visa card documentations and their renewals. Reimbursement of all Medical bills.
· In charge with keeping employee records of sickness and absence
· In charge of travel and accommodation arrangements for staff and guests



	Administrative Assistant – United Supplies Establishment.
· Provided efficient administrative support to senior management and owners of the factory.

· Coordinated inter departmental activities to ensure smooth work flow and achieve maximum level of productivity. Also dealt with customers for logistics and sales.

· Upheld confidentiality in all personnel files and records, official company documents and other paperwork.
· Prepared documents required for visa processing, obtaining JAFZA approval and their respective follow-up.
· Assisted the payroll department and provided back up support to Public Relations Officer in his absence.
· Responsible for arranging accommodation for staff as well as guests on visit


	Associate Compliance In charge – Legal Axis, India.
· As compliance in charge following up with the court matter after receiving the notice.  

· Responsible for all the companies legal compliances and finish it amicably. 

· Filing the reply or rejoinder the other party as per the needs.

· We have legal retainer ship of the Sahara air Line in India. 


	Human Resources Assistant – Jugal Trade
· Assisted the HR Manager on recruitment activities; involved interviewing, selecting, sending correspondences to successful candidates and conducting orientation to newly hired staff.  

· Took part in strategic planning and budgeting of HR activities that meet and support company's objectives.

· Helped in fulfilling training and development programs to boost employee morale and productivity.  

· Liaised with internal department to coordinate information meetings, and various training programs.

· Helped in performance management, compensation & benefits administration as well as redress of staff issues.

· Performed administrative functions including office maintenance, preparation of correspondences and reports, scheduling, maintaining extensive filing system, and replenishing office supplies.  



	PROJECTS & TRAININGS

	· Carried out an academic project entitled Trade Union Effectiveness at HDFC Bank. Conducted interviews, data collection and analysis to find out effectiveness of trade unions in dealing with employee issues and seeking out amicable solutions to disputes between employees and management.

· Completed training at HDFC Bank India Private Ltd. Also conducted study on Brand Awareness of facilities provide by the bank projectors with special reference. Collected data through questionnaires on quality, and general awareness of projector brands such as in comparison to Bank. Directed data collection efforts on educational and corporate institutions, the major users of projectors. 



	IT PROFICIENCIES

	Proficient in customized software, MS Office Suite, E-mail applications and Internet browsing plus web research



	PERSONAL DETAILS

	Indian National                   Born 15th August 1974           Married          Dependent Visa  

                         Speaks English, Hindi,  & Urdu                         Holds valid U.A.E driving license


	REFERENCES

	                                                                    Available upon request
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