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AREAS OF STRENGTH

	· Attention to Detail and quality
	· PR Skills
	· Positive Attitude towards changes

	· Strive for Challenges
	· Customer Service
	· Team Player & Self Driven

	· Initiative and Commitment to Achieve 
	· Presentation & Communication Skills
	· Planning and Organizing

	· 
	· 
	· 


ACADEMIC ACHIEVEMENTS

 Class 1 – class 10 (St Mary’s high school, Dubai) 1998

Class 11 – 12 O and A levels (St Mary’s high school, Dubai) 1999 - 2001

Bachelor’s degree in Computer Information Systems 

(Data Base Management Systems, Computer Graphics & Multimedia,

Marketing, Accounting, Mathematics) Affiliated to Manipal academy of higher education, Al Ghurair University- Dubai U.A.E

EMPLOYMENT HISTORY

Exchange New Car Sales (Overseas Military Sales Corporation)
Senior Administrator                                                                                     DAFZA, Dubai

U.A.E.

June 2012 – Current

Job Description –
ENCS is a worldwide organization that is the only on-base, factory-authorized distributor for Chrysler, Ford and Harley-Davidson to U.S. military personnel stationed, or on TDY assignment, abroad for at least 30 days. ENCS sells in U.S. Military Exchanges outside the continental United States and aboard selected Navy ships at sea under the banner of Navy AutoSource.
Front End Role:
· Downloading the new vehicle/Harley deals (called telex deal) on a daily basis submitted by ISR’s (Independent Sales Representatives), from the regions of South Korea, Guam, Japan, Okinawa and Kadena. Deals are downloaded through order entry using the system AS-400. The ISR’s submit the new deal through their system from their location which comes up on Dubai’s order entry. The paperwork is then physically downloaded (customer information sheet and Buyer’s Offer)by us in the Dubai Office and a physical folder is made.
· The deal is then checked to see if it is Qualified and can be pouched (up for release). The information is entered into a program called the Key Optimizer. Deals are checked in the order they are received. If any deals are left unchecked from the previous day they are checked over new deals downloaded to ensure fairness in processing orders
· Downloading, printing and responding to emails on a daily basis and moving them to the appropriate folders. One emails are printed the new emails are filed in alphabetical order in a Query file. After initial download at start of day email account is checked periodically to ensure fire emails received during the course of the day and are dealt with promptly.

· Compiling error log emails to send to agent on all orders transmitted which show accurate and concise description of errors the deal has, so the agent can provide the necessary paperwork missing to qualify and release the deal.

· Once the new deal is Qualified and can be released each customer is sent an introductory email and also asked for any paperwork required.

Back End Role:
· Handling all the released and qualified deals submitted by the Front end administrator.

· Responding to bulk of queries (emails) submitted by the agents, customers and the New York Office.

· Communicating with the New York office to solve agent/customer issues and queries.

· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases.
· Using content management systems to maintain and update websites and internal databases.

DHL- Worldwide Express


             Dubai, U.A.E

HR and Recruitment Administrator (HR) 

Dec 06 – April 08
Job description – 

· Managing the current and forecasted resourcing requirements for all junior positions in compliance with the recruitment policy and UAE labour laws. Administering the entire process of advertising, short listing, interviews and assessments in conjunction with the line manager to ensure selection of the required number of employees, with the required skills with the least possible delay. 

· Reporting directly to the Resourcing Manager, therefore responsible in dealing with correspondence, collating information, writing reports, ensuring decisions made are communicated to the relevant people, organizing, preparing agendas for, taking minutes of meetings(then transcribing it to the computer), and shorthand.Conducting research, filing, dictaphone transcription, screening telephone calls, arranging the timings for interviews for the department heads, and liaising with the staff members, attending meetings, composing letters, writing business memos, transcribing information given on a dictaphone, making hotel bookings, making travel bookings, ordering flowers and gifts etc.
· Drafting internal adverts and liaising with the internal champions to ensure that it is published on the intranet and communication is sent to all employees. Acknowledge receipt of internal applications, ensure compliance to the internal recruitment policy, coordinatingthe interview process and ensuring that the appropriate feedback is provided to the employee. 

· Using selection methodology that enables DHL to test the candidate’s ability and match, such as structured interviews, behavioural-based questions and psychometric tools.  
· Carrying out reference checks on all candidates and ensuring that all the paperwork is completed. Preparing employment contracts, Starters Notification, PCN’s.
· Processing the required documentation for new joining staff, like Visa Information Forms, MedicalDisclaimer Forms. Acquiring other documents like Passport Copy, Photos, and Educational & ProfessionalCourses Certificates to obtain the Labour approvals and to apply for residence visas.

· Liaising with the public relations department to submit all visa documents and follow up on any delays/issues. 

· Liaising with the HR team members to follow up on offer letter acceptance, start dates and any visa/travel arrangements. Ensure that communication is sent to line managers at each stage.
· Maintain a pipeline of 2-4 candidates for vacancies in Operations and Customer Services (E.g. couriers, sorters, counter agents and call center agents)

· Develop and maintain a system to manage the applicant database in a manner that facilitates easy access and retrieval of candidate CV’s. Ensure all applications received via email are acknowledged and an appropriate response is sent within 5 days. 

· Maintain a database and manage the recruitment for all Temporary and Part Time staff. 

· Review applications and vacancies on Sniperhire to ensure that they are updated regularly and communication is sent out to all applicants on the status of their application. Using HRIS, using OASYS system, to view the entire organization’s staff, and to view the warning letters and performance appraisal’s against each candidate of DHL.

· Co-ordinate with the Senior Trainer on the induction calendar and coordinate with new joiners to confirm attendance. Ensure that the induction list is sent to the Senior Trainer 3 days before the induction. 

· Manage and update the recruitment status report, visa logbook and new joiners report on a regular basis. Providingadhoc support, like preparing bank letters for opening new accounts, car loans, credit cards, final settlement transfer letters, general bank letters, mortgage loan letters, personal loan letters, proof of residence letters, salary letters, and salary transfer letters, etc.Processing leave applications and recording sick leave.
Citibank





Dubai, U.A.E

Collections Executive 





Aug 05 – Nov 06

Job description – 

· To check official mails and queries asked by the sales team. Replying to these queries and resolving the issue. Mailing back end operations in Chennai Citibank and getting appropriate reverts for the issues faced by the sales team

· Making sure the insurance policies (mainly Lifelong and Invest plus) are active and payments are made on time by the client and if not then sending requests and reminders or calling the client’s for their payment dues

· Was in charge of the main Vault where cheques were kept and responsible to remove post-dated cheques and deposit it to the local bank on their respective dates

· Making sure the cheques are deposited into the correct customer a/c’s (globe a/c, dollar checking a/c or local Citibank a/c)

· Maintaining MIS for the whole process of Cheques, client data, policy data, PDC data and other related information

· Making sure that any information for the customer and their policy is available at any given point of time

· Was responsible for calling clients who were overdue for the payments and arranging to send couriers to them in order to collect the required documents and payment cheques

· Informing the relationship managers, sales staff about any issues the customers had and coming up with solutions to those problems

· Emailing the sales staff about the updates in the office and sending across any information they should know. Making sure that the operation works smoothly


TECHNICAL PROFICIENCY

Good knowledge of: 

· Operating Systems: MS DOS and MS WINDOWS9X&XP
· Application Software’s: MS Word, MS Excel, MS PowerPoint

· Programming Languages: C, C++, JAVA

· Web Designing: HTML, Flash, Visual Studio. NET

· Data Entry and Data Base Management, Project management


TRAINING COURSES ATTENDED


· Customer service orientation

· Alico Product Training

· Citibank business skills

· Air operations / Land operations - DHL

· Customer service / Customer care (call center agents) - DHL

· Counter agent training - DHL

· HR Standard Operating Procedures Training – DHL

· Air Express – An Introduction to DHL and its History, DHL Milestones, Product/codes/Services, HSBC Presentation, The Workings of Customer Service, Finance, Fleet and Operations, Marketing, IT, HR, Products/Codes/Services, HSBC, Quality, Security, and Service Directory.
PERSONAL DETAILS

Nationality: Indian

Date of Birth: 31-01-1984

Marital status: Married
Languages: English / Hindi / Arabic (read only)

Visa Status: (Husband’s sponsorship)

Driving License: U.A.E Driving License

