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	Administrative & Human Resource Professional

	Highly motivated, result oriented professional with broad experience of over 12 years of working in diverse business environments that demand strong organizational, technical and interpersonal skills, along with demonstrated ability in Administration, Human Resource Operations and Client Service. Ability to diplomatically resolve customer complaints and defuse tension, to ensure customer retention. Effective at collaborating with others to achieve established goals. Possess strong customer service skills, ability to interact with cross-functional departments, with high degree of professionalism, discretion and problem resolution capabilities.


	SUMMARY
	
	AREAS  Of  EXPERTISE

	

	· Excellent Interpersonal Skills
	· Office Administration
	· Customer Retention

	· Cross-cultural  Communication
	· Manpower Planning
	· Client Relations & Support

	· Payroll Management  
	· Recruitment & Selection
	· Problem Solving Skills

	· Employee Relations
	· Sales & Account Management
	· Vendor Development & Relations

	
	
	

	SUMMARY
	
	CORE COMPETENCIES/ACHIEVEMENTS

	· A dedicated CHRP (Certified Human Resource Professional) with over experience in managing business relationships, Clients retention and employee management. Currently in seeking an opening where I can contribute towards the business objectives.

· Multi Faceted: Proven abilities in Human Resources, Personnel Management, Administration, Labour Relations, Training, Government Relations, in diversified business that demands strong Interpersonal Skills.  I possess an ability to perform a multi-task, along with immense flexibility in handling a variety of tasks and shift priorities simultaneously. 
· Excellent Communicator: I am having an ability to communicate effectively both orally and in writing, in English, with great inter-personal skills; comfortable working effectively both independently and in a team environment.
· Administration: Self-correspondence, good computer skills, good filing and record system, good communication, local and complex international travel, maintenance of office equipment, preparation of brochures and presentations. 
· Excellent I.T. Skills: Excellent I.T. skills, with my knowledge and skill in I.T., I am confident to adept at HR Systems, Outsources/ Customized, with full efficiency and contribute to my best ability. Knowledge on H.R. online application.
· Personnel Management: Completion of formalities related to new joiners, transfers and resignations and other related matters. Preparing staff salary certificates, salary transfer certificates, visa letters, and other related matters upon request. Correct and efficient maintenance of all HR personal files, and coordinating the performance management process.
· Training:  Training coordination of personnel as per industry standard requirements. Assist in coordinating training programs for staff, including Induction for new joiners.  

· Professionalism: Managing all matters with a high standard of professionalism, high attention to detail and confidentiality.  Ensure the Management office run smoothly at all times. Emotionally mature, tolerant and understanding, with strong work ethics and a high standard of professionalism.

· Excellent organizational, interpersonal, and communication skills with the flexibility and experience required to remain highly focused and self-possessed in fast- paced, demanding environments.
· Major Achievement: Successfully managed a property development company with respect to HR & Administration, Marketing and Sales, Project Launch Events, Sales Agreements, Day to Day management activities from conception to completion with minimum impact during the international financial crisis.
· Memberships: Member of HRPA (Human Resources Professionals Association) 



	SUMMARY
	
	PROFESSIONAL EXPERIENCES

	Clients Service Manager 
	             June 2012 to Jan 2014

	Platinum Immigration Consultancy Services, Toronto, Canada 

	· As a Client Service Manager, I was responsible to manage the branch office in Toronto, Canada. 

· Responsible for managing marketing; engaging the clients; registering the new clients; research and analysis of each client as per the case and making a road map of how the case will progress; create supporting documents; manage and MIS software for client management (Officio); maintain a paperless office, provide post landing services.

· Manage and supervise the Customer Service Coordinators; Handle staffing and employee issues; Enforce company’s policy and procedures; supervise the staff, give performance counselling, including career development, motivate staff, training and development ; Write confidential reports

· Encourage and build a team environment;  Evaluate all Customer Service Staff on communication skills and technical knowledge; Ensure that all Service Representatives have up-to-date information about immigration laws and any changes therein complete settlement solutions including immigration for skilled workers and investors in Canada.



	
	


	HR and Administration Manager 
	Jan 2008 to Jan 2011

	DURAR PROPERTIES LLC, Dubai


	· Maintain and enhance the company’s human resources. Plan, implement, and evaluate human resources policies, programs, and practices. Assist in recruiting, selecting, orienting, and training employees.
· Ascertained with General Manager the Company’s goals and objectives and monitoring the company’s team to achieve them smoothly

· Implement the management’s resolutions by assisting the Operation Managers in handling the daily individual practices to achieve the organization goals.
· Prepare the sales and marketing theme in addition to developing marketing strategies for board’s approval.
· Assist the General Manager to prepare management report, agenda for Board Meetings, attending and recording the minutes of Board meetings and involved in management decisions of company’s policies and strategic development

· Receive the report of Sales, Marketing, Legal, Engineering and HR departments

· Review the legal agreement for funds from Bank and Finance institutions and coordinated with the Legal Department for responding to them on time.
· Enforce the implementation of QA policies in different departments and applied the Internal Management Audit to ensure the various departments i.e. Financial, HR, Customer services, Engineering and Property are meeting the organizations’ standard

· Review the record of office expenditure to ensure matching the budget at all times and customer’s feedback and ensured that their satisfaction level on the organization services are always high



	Office Manager / Projects – Coordinator
	Jan 2007 to Dec 2007

	AUSTIN Project Management Co. USA, based in Dubai 

	· Proactively coordinated the projects and acted as central point of contact for the project team including Client, facilitators, director, and project assistants

· Manage and coordinated all the administrative and HR aspects of designated projects     

· Active member of project teams and participated in the work of all Units contributing to team / organizational work

· Actively managed Project Contracts and Project Teams 

· Effectively and accurately communicate relevant project information to the client and project team

· Create and coordinated with the professionals for accurate timely reports

· Manage Project Assistants in their day to day work

· Ensure consistent and accurate administration of the projects 

· Dealt with project related enquiries and activities



	
	
	

	Office Manager to the Director 
	July 2005 to Dec 2006

	Bonyan International Investment Group L.L.C., Dubai 

	· Draft a variety of business letters, memorandums, reports,  e – mails independently for Director’s review

· Prepare / review and briefed the Consultancy Agreement to the Director and ensuring that it is in accordance with the Company’s policies and Conditions of Contract

· Assist contracts manager in preparing the contract and tender documents.
· Coordinate with Asst. Director of engineering for resolving non - technical issues which need immediate action and answering the matters that don’t require director’s personal attention

· Follow up of Director’s decisions and ensuring that those are implemented to achieve the objective and with other department heads on the tasks assigned by the director and ensure that the solution is reached

· Concur the matters of importance with other department heads in the absence of the Director

· Review and briefed all incoming mail, including the official correspondence and other related documents to the Director

· Supervise the Administrative Secretary for performing daily routine duties (e.g. typing, filing, answering the telephone, etc.)



	Administrative and HR Assistant and Projects Coordinator
	Nov 2002 to June 2005

	Al Gurg Consultants, Dubai                                                                                         

	· Perform administrative and office support activities for multiple supervisors.
· Duties included word processing, official Correspondence, preparation of Minutes of Meetings plus weekly and monthly reports, creating spreadsheets and presentations and document controlling

· Draft on – routine correspondence/emails, prepared tender documents. 
· Schedule and coordinate meetings, interviews, events and other similar activities

· Coordinate the events planned by the GM and Follow up with the department heads  

· Perform various general office support and day to day operations



	
	
	EDUCATIONAL QUALIFICATIONS

	· CHRP (Certified Human Resources Professional) from HRPA (Human Resources Professional Association) in Toronto, Canada.  The coursework covered the following areas:

i)     Industrial Relations

ii)    Strategic Compensation

iii)   Human Resource Management

iv)   Organizational Behaviour

v)    Strategic HR Planning

vi)   Occupational Health and Safety

vii)  Recruitment and Selection

viii) Training and Development

ix)   Accounting and Financial Management

· Post Graduate Diploma in Business Administration and Management from the International Institute of Management Sciences, Calcutta, India

· M.Sc. (Molecular Biology & Biochemistry) from Guru Nanak Dev University, Amritsar, India 


	
	
	oTHER SKILLS

	
	
	

	Computer Skills

MS Office Word, Excel, PowerPoint, Internet Explorer, Outlook, Access and Publisher (Expert Level)

Languages Known

English (Read, Write and Speak), Hindi (Read, Write and Speak).



	
	
	

	
	
	

	( Canadian           ( Married             ( Female              ( DOB: 23/04/1972
( Husband Visa (N.O.C.)               ( U.A.E. Driving License    

	
	
	

	*Supporting Documents and References will be provided on request *
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