Candida 

Candida.202853@2freemail.com
Objective:

Seeking a challenging position in an organization as an incentive to learn and work hard in Human Resources Management & Administration, to achieve success and acquire the richness and variety of experience as I move ahead. To dedicate maximum to the profession with commitment and devotion, in order to prove my worth.


Profile:

· Professionally qualified with a Master Degree in Business Administration.
· Having 9+ year experience in HR & Administration in UAE & India.
· Proficient in MS Office applications and In-House Database.
· Thorough knowledge of HR Competencies and Activities.
· Comprehensive knowledge of recruitment procedures, policy implementations, benefits administration and staff supervision.
· Creative designer of work flow systems, to eliminate duplication of effort and increase proficiency and productivity of employees.
· Able administrator of confidential projects with dispatch and discretion.
· Possess demonstrated ability to work effectively and congenially with employees at diverse levels.
· Strongly commercial with excellent communication and influencing skills.
· Energetic and capable of working with minimal support and a good deal of autonomy.
· Have excellent people skills; negotiation and influencing skills.
· Can work under pressure and meet deadlines.

Work History:

CREWING OFFICER, M/s. Hallworthy International FZC, UAE (Feb 2011 – Till Date)

HR Executive, M/s. Ansar Mall., Sharjah UAE (Jul 2008 – Aug 2010)

HR ADVISER, Accenture Services Pvt.Ltd, India (Sep 2007 – March 2008) Customer Service Executive, M/s. HSBC Bank, India Bangalore (Mar 2004 – Nov 2006)


Job Profile:

· Reported all HR & Administrative activities to the HR Manager.
· Looked after recruitment requirements like advertising vacancies; short listing CVs; conduct preliminary interviews; prepare offer letter & termination letters etc.
· Prepared job descriptions; employee specifications etc.
· Assisted the HR Manager in conducting induction & training of employees.
· Handled payroll administration; pay revision and pay survey.
· Assisted the HR Manager in formulating Standard Operating procedures for smooth operation and coordination between different departments.
· Carried out performance appraisal periodically.
· Monitored & assisted in implementing disciplinary actions and procedures.
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· Handling all sort of insurance for the employees (Workmen Compensation & medical insurance)
· Preparing Final settlement, Gratuity, Leave salary and all employee benefits.
· Handling all leave applications (Earned leave, sick leave maternity leave etc).
· Coordinate business travel services & hotel bookings.
· Monitor surface transport arrangements including administration & control of drivers.
· Involve in team building, Employee relations, Performance management & Working on Succession planning
· Benefits and Compensation Administration
· Recommending and developing company policies & procedures
· Co Developing Balancescore Card for all employees
· Maintenance of HR Information Database System & Database Management
· Systems implementation, CRS Implementation
· Handling all Crew related matters, in the Offshore Industry
· All HR activites for Base office members and offshore crew
· Maintain New Building Project Drawing and other documentation as a Document Controller
· Maintain Pay Roll related activities for all crew members
· Take care of all Day to Day activities of the front Desk and Admin related works
· Performance Appraisal for all Crew members done on half yearly basis
· Maintain Crew Contracts of the all the crew members, Renewal of contacts on a yearly basis
· Crew planning roaster done on the basis of 28/28 on/off days.
· Planning of Training Matrix for all offshore crew members.

Academic Qualifications:

Master of Business Administration (MBA), Adam Smith University, India

Bachelor in Science (B.Sc.), Nirmala College for Women – Bharathiar University, India

Completed Secretarial course (2000 – 2001)

SAP, Human Resource

Training Imparted:

Courses Conducted on Neutral Accent and soft skills. Conducted internal process training for client help desk; training conducted on network marketing skills

Computer Skills:

MS Office; Internet & Email Applications


	Personal Details:
	
	

	Nationality
	:
	Indian

	Date of Birth
	:
	12.11.1978

	Status
	:
	Married

	Visa Status
	:
	UAE Residence Visa

	Languages Known
	:
	English, Hindi, Kannada, Telgu etc.
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