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	(PERSONAL SKILLS)

Positive attitude

Influencing skills

Patient

PROFESSIONAL 

Professional 

Diploma in Business 

Administration

Personal Details:
DOB:18/03/1978
Nationality : Indian

Visa Status : Visit 


	PERSONAL SUMMARY: 
A personable Human Resources Assistant, who is highly organized, has strong attention to detail and who is capable of working with confidential information. As a HR specialist I have experience of recruiting, improving employee relations, carrying out staff inductions and organizing employee training. What makes me ideal for this role is my extensive knowledge of all activities related to HR such as payroll, recruitment, personnel action forms, benefits, and employee orientation. And i will always represent the HR department and company in a professional manner. Aside from administrative abilities, her pleasant manner also enables to communicate effectively other HR staff and work closely with line managers and individual employees. At this moment in time I am looking for a suitable position with a company that will help me to fulfil my true potential. 
WORK EXPERIENCE:- 
Reemacks Realtors ( Sharjah UAE.)
Business Development Manager
June 2004 to Aug 2009.

Duties:-
· Specialized in selling, buying, and leasing residential, commercial, and industrial properties
· Explore and identify new opportunities in the market creating profitable investment environment 
· Acquire land and premeditate construction of shopping centers, strip malls, houses, apartment 

· buildings, condominiums, office buildings, and retail spaces
· Interact with franchise owners, business owners, and investors, to advise on property developments 

· and to establish property requirements for each client
· Monitor and coordinate Real Estate transactions and activities to maximize returns on clients 

· investments and further improve market advantage
· Plan, organize, and direct sales team, administrative services, banking and finance, marketing and 

· advertising; delegate tasks to conveyance department, and collaborate with Lawyers, mortgage 

· brokers, property inspectors, and government personnel
· Carry out searches, studies, appraisals pertaining to finding and evaluating sites for businesses and 

· properties while advising and reporting on local competition.

· Managing a portfolio of 313 properties, two high rise buildings, commercial and residential 
· Strategic planning, leasing, selling and buying all facets of the Real Estate industry
· Provided and fostered positive relationships with tenants, landlords, developers, and investors
· Performed all leasing and acquisition administration duties, negotiated lease contracts for retail spaces, securing the most beneficial terms at acceptable market rate
· Envisioned, formulated and executed a highly unique marketing and advertising campaign
· Direct, motivate and evaluate sales and telemarketing team creating sales growth atmosphere
· Performed and advised on sites property values, taxes, zoning, population growth, transportation, and traffic volume and patterns to maximize profit and minimize vacancy
· Regular property inspection and establishing of maintenance schedules to control expenses
Petunia Landscaping (Bahrain)
Worked As HR Assistant.
From Dec 2009 to March 2013.

· Substantiates applicants' skills by administering and scoring tests.

· Schedules examinations by coordinating appointments.

· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Maintains technical knowledge by attending educational workshops; reviewing publications.

· Contributes to team effort by accomplishing related results as needed.

Monstergulf.com (India)

Recruitment Specialist.

Dec 2013 till Date.

  Work Experience
Monster .com 

Monster is the world's leading online career website and flagship brand of Monster Worldwide, Inc. (NASDAQ: MNST). Monster connects companies with the most qualified career minded individuals, offering innovative technologies and superior services that give them more control over their recruiting processes. The Monster global network consists of 26 local content and language sites. 

· Monster.com India Pvt Ltd (Monster Gulf)
· Identify and establish relationships with key decision makers within prospect accounts in order to secure new business opportunities.

· Identify opportunities to broaden the scope of services offered to existing client base.

· Maintain a high standard of service within new and existing accounts to ensure continued business.

· Build and lead the staffing team with focus on achieving predefined targets and growth.

· Forecasting and planning monthly & quarterly targets and executing them in a given time frame.

· Analyzing latest market Job trends and tracking competitors activities and providing valuable inputs for the organization and initiating Staffing development efforts within the organization.

KEY SKILLS AND COMPETENCIES:- 
Reporting, Maintaining Employee Files, Dependability, Organization, Scheduling, Confidentiality, Independence, Orienting Employees, Verbal Communication, Teamwork, Microsoft Office Skills

ACADEMIC QUALIFICATIONS:
SSC


Board of Secondary.

Intermediate
Board of Intermediate.

BCom Computers 
(Osmania University).

COMPUTER LITERACY:
· Well versed MS excel, MS word, MS Access, Power Point

· Efficient in internet




