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Deepu 
Dubai, United Arab Emirates

Seeking a Position in HR /Office Administration with a reputed organization where my education & experience will have positive contribution.

SNAPSHOT 

· Over 9 years of work experience in HR, Office Administration, Customer Service in UAE and India.

· Professionally qualified as Bachelor of Arts with Economics in India.
· Well versed in office administration & customer service functions.

· Well versed in MS Office Applications.

· Have excellent customer service & people management skills.

· Well experienced in training staff; leadership counseling & motivation.

· Can achieve organizational goals by building an effective team.

· An excellent team player and a strong manager who can develop and lead a large staff.

· Strongly commercial with excellent communication and interpersonal skills.

· Ability to interact well with all levels of the organization.

· Ability to work well under pressure, with drive and commitment.

· A motivator, committed towards growth of people within the organization.

· Skilled at handling day to day administrative activities in co-ordination with internal/ external agencies for smooth business operations.

EMPLOYMENT PROFILE 

· HR – Team Leader, Dubai, UAE, April 2015 - Present
· Group HR Officer, Al Khalij Enterprises, Dubai, UAE, Feb 2014- April 2015
· Admin & HR Co-ordinator, Just Dine, Dubai, UAE, April 2012 – May 2013
· Sr. Customer Relation Advisor, 3 Hutchison Global Services, Pune, India, May 2011 -  March 2012

· Customer Service Advisor, Ventura India Pvt. Ltd, Pune, India, June 2007  - May 2011

· Customer Service Advisor, Genie Customer Management Service Pvt. Ltd, India, July 2006 to June 2007

JOB PROFILE

Office Administration / HR

· Manpower Planning: Plan and prepared head count budget department wise according to business operations in UAE, Oman, Doha and Azerbaijan.

· Recruitment & Deployment: Exposure and expertise to overseas recruitment for hiring high volumes of support level staff (Laborers, Admin Clerk, etc.), Hunting for Senior Profiles Internal promotions through timely Up gradation & deployment methods for support staff and admin staff.

· Induction: Conduct orientation program to new employees; Explain to the staff of important rules and regulations. Coordinate with departmental heads for necessary briefing for new staff.

· Training & Development: Develop annual training plan and ensure proper implementation of the training schedule/calendar. Responsible for implementing the training programs for the admin staff and laborers; documenting the training events; coordinating for trainings; maintenance of training records; feedback on training & submission of MIS report on training; Conduct induction trainings, trainings related to new policy implementations and any new updates.

· Employee Relations: Develop and Maintain strong employee relations between the staff through clear and effective communication between the staff and senior management team; solve employee conflicts; address on disciplinary issues , record their disciplinary proceedings; ensure established systems are followed

· Database maintenance & Maintenance of personal files: Creation and maintain data base of all the staff through Epicor (Iscala); regular and timely updating of database in Epicor (Iscala); Create inputs for the proposed performance based increments to staff; Maintenance and regular updating of personal files of all staffs

· Policies and Procedures: Develop HR Policies and Procedures; Job Descriptions, Accountabilities, KPIs (Key Performance Indicators) & KRAs (Key Result Areas) for staff and Assessment Procedures

· Performance Management: Developed and Responsible for conducting annual performance appraisals through job study and job analysis methods Conducted competency analysis and developed competency and staff evaluation/assessment methods for staff development and training processes. Undertaking regular salary reviews

· Compensation and Benefits: Monitor competitive trends in compensation and benefits, and identify company’s position compared to other organizations. Conduct Compensation reviews, building salary proposals for newly recruited staff & existing staff, based on existing salary ranges and peer salary comparison. Preparing Final settlement, Gratuity, Leave salary and all employee benefits.

· Payroll: Administering payroll and maintaining employee records. Also, Responsible for payroll input including monthly attendance, record of leave, absentees, loss of pay, ex-gratia payments, visa & medical re-imbursement fines deductions – RTA, traffic and police; HRA; Handling all leave applications (Earned leave, sick leave maternity leave etc).

· Passport & Work Permit Control: Responsible for safe custody of passport and work permit of all the staff; maintain all relevant issue and receipt documents and submit timely report on the activity. 

· Resignations / Terminations: Responsible to conduct of exit interviews; feedback on exit interviews; inputs for final settlement and transfer of personal files to accounts department

· PR & Administration: Responsible for day to day administration, coordinating all Labor Law related issues, PR activities like processing of new visa, visa transfer, visa cancellation and submit timely report based on the activity.

· Staff Welfare & R&R: Responsible for staff welfare activities of (Sports Meet, Fun Days, Weekly and Quarterly Programs) and ensure R&R Initiatives.

· Fines & Complaints: Record all of complaints, traffic, police and garage fines and submit periodical reports

· Monitor surface transport arrangements including administration & control of drivers.

· Managed to complete an ERP all alone

Customer Service

· Handle Customer inquiries, complaints, billing questions and payment service requests. Manage a high-volume workload within a deadline-driven environment from the customers of Next retail, the biggest directory service for the retail giant Next across UK.

· Successfully diffuse volatile customer situations.

· Make service changes, recommend service options and schedule installations for phone. Provide detailed and accurate accounts to calls for preventions of future audit issues. Consistently meet and exceed supervisor expectations 

· Consistently meet performance benchmarks in all areas (speed, accuracy, volume)

· Served customers in a retail establishment. Handle Customer inquiries, complaints, billing questions, payment service requests and collections

· Exceeded customer expectations by locating hard to find items, and recommending alternative options for out of stock apparel.

· Acted as interim call center supervisor, monitored call center representative phone calls and provided necessary performance feedback.

· Streamlined the product information search and process by creating a detailed product intranet site, reducing the average representative call by 45 seconds.

· Was selected to train 20 new customer service representatives. Functioned as ongoing lead trainer and assured consistent quality of service and professional environment. 

· Developed a training module for the training and also maintained training calendar.

· Providing swift resolutions to customer complaints, ultimately repairing trust and winning loyalty 

· Demonstrate sense of urgency in busy call center environments.

· Possess exceptional ability to build productive relationships, resolve complex issues and win customer loyalty. Demonstrate outstanding problem solving and active learning skills- able to diffuse difficult customer situations with tact and

· Deal with customers to identify & respond to issues and expectations.

· Distribute promotional & service publications to service agents & customers.

· Educate Customers regarding the products and services.

· Ensure accuracy of data provided to the customers at all times.

· Serves as a liaison between the customer and various departments.

EDUCATION

· Bachelor of Arts with Economics, Nowrosjee Wadia College, Pune India , Year 2008 
TRAINING

· Leadership & Personality Development Programme- Ventura India Pvt. Ltd. 
IT SKILLS

· Microsoft Office, Word, Excel
PERSONAL DETAILS 

Date of Birth               

: 16th April, 1988

Nationality


: Indian

Visa status


: Employment Visa

Languages known

: English, Hindi, Marathi & Malayalam.
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Deepu
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