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Desired Position

:
HR Co-coordinator / Call Center Agent / Any 
Experience


:
2 years 6 months


Objective

Seeking an executive position in an organization where I can apply my abilities and skills for the development of the organization and to receive personal growth.

Educational Qualification

· Master of Business Administration (MBA) in Human Resource.
Operating Skills
· Operation System

:
MS Dos, Windows 98 & 2000

· Office Package

:
MS Word, MS Excel & MS Power-Point.
· Communication Packages
:
Internet & Email Operation
Professional Experience
· Worked as a Customer Service in EFM (Etisalat Facility Management) from Dec 2011 to June 2012.
· Worked as a Human Resource Specialist in Maverick IT Solutions from March 2013 to February 2015.

Job Responsibilities in EFM (From Dec 2011 to June 2012) 

(Customer Service)
· Opens customer accounts by recording account information.
· Maintains customer records by updating account information.

· Maintains financial accounts by processing customer adjustments.

· Recommends potential products or services to management by collecting customer information and analyzing customer needs.

· Contributes to team effort by accomplishing related results as needed.
· Handle and resolve customer complaints.
· Communicate and coordinate with internal departments.

· Follow up on customer interactions.

· Provide feedback on the efficiency of the customer service process.

Job Responsibilities in Maverick IT Solutions (From Mar 2013 to Feb 2015) 

(Human Resource Specialist)
· Describing the work, Nature of the company and assigning after selection of candidates.

· Systemizing all routine operational jobs into professional manner.

· Maintaining strong relationships with clients for smooth running of operation’s 

· Preparing weekly/monthly reports and reporting to Operations Manager & Human Resource Manager.

· Arranging travel and outstation accommodation facilities for higher management.

· Handling Leave and Resignation requests.

· Handling Day-to-day General Administration & Operations functions independently. 

· Screening resume, Telephonic Interviewing and assessment.

· Handling the employee leave / attendance.
· Co coordinating with other departments. Such as accounts and IT.

· Performance Appraisal through Job evaluation.

· Rewarding and disciplining employees; addressing complaints and resolving problems   

· Accordance with the organization’s Policies and applicable laws.

· Organizing the Training & Development Programs for employees.

· Maintain employees tracking record and report accordingly.

· Welcome introduce new joiner in the company.

Personal Details


Date of Birth


:
12th August1988

Sex



:
Female


Marital Status

:
Married


Nationality


:
Indian


Visa Status


:
Residence Visa
