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Meena
Mobile: +971504753686
Meena-231711@gulfjobseeker.com 
Focus:
Human Resource, Administration, Receptionist or Customer Service
	Strength:   +
	10+ Years Experienced Professional
	+
	Coordination-Clerical Jobs

	+
	Administration-Office Support
	+
	Capable to handle team

	+
	Computer Proficient Professional
	+
	Independent Worker

	+
	Communication-Interpersonal Skills
	+
	Office Management Skills


Capabilities:
Professional Human Resource

· Identify staff vacancies and recruit, interview and select applicants.
· Plan and conduct new employee orientation to foster positive attitude towards organizational objectives.
· Observe interview, and survey employees and conduct focus group meetings to collect job, organizational and occupational information.
· Set goals and deadlines for the department
· Plan, direct, supervise and coordinate work activities of subordinates and staff relating to employment, compensation, labor relations, and employee relations
· Conduct exit interviews to identify reasons for employee’s termination.
Administration

· Preparing records, self-correspondence with staff.
· Coordinating with the accountant and staff for office dealings.
· Sorting the employee’s data, updating the records and issuing to internal staff.
· Suggesting new methods and ways to promote the organization matters.
· Organizing and handling the foundation day-events, and various events.
	Employment:
	HR & Administration Manager
	
	Sep 2020 –

	
	Kamicka Organic Products Pvt Ltd
	
	Aug 2021

	
	Office Manager
	
	Dec 2017 –

	
	Anwesha Engineering & Projects Ltd (AEPL)
	Aug 2019

	
	Formerly IOT Anwesha Engineering
	
	

	
	HR & Administration Incharge
	
	Sep 2014 –

	
	Busy Bees Kinderland
	
	Nov 2017

	
	(Division of Green Valley High School)
	
	

	
	Manager Operations
	
	Aug 2011–

	
	Kaizen Executive Search Pvt Ltd.
	
	Nov 2013

	
	Recruitment Executive
	
	June 2010–

	
	Miracle HR Solutions
	
	July 2011

	
	Management Trainee
	
	Sep 2009-

	
	Sharp & Tannan Associates Advisory Pvt. Ltd.
	May 2010

	Education:
	Bachelor Degree of Commerce
	
	2006 –

	
	William Carey University, Shillong, Meghalaya, India
	2009

	Computer:
	MS Office (Word, Excel & PowerPoint), Internet and E-mail Applications and Office

	
	Automation.
	
	
	

	Training:
	Tuya Computers.
	
	

	
	Vadodara, Gujarat, India
	
	

	Secretary:
	Skills in Counselling, Self-Correspondence and Typewriting

	
	

	Training:
	
	
	
	

	
	Typwel Services, Typewriting Training Institute.
	

	Language:
	Vadodara, Gujarat, India.
	
	

	
	
	
	
	

	
	English, Hindi, Gujarati and Sindhi.
	
	

	Personal:
	Indian
	Born: 24/11/1986
	Single
	Visitor Visa

	
	
	
	
	


Reference:

Mr. Anup p Bhatia, HR Consultant, GulfJobSeeker.com  0504753686
