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CAREER OBJECTIVE:
To strive for excellence and to work in such an environment that will enhance my knowledge and career, where I can perform my skills according to my strong caliber and efficiency.
SKILLS SUMMARY
· Strong motivational and leadership skill 
· Excellent interpersonal, influencing, negotiation and presentation skills. 
· Effectively meet deadlines and ability work under pressure. 
· Expert in understanding the business requirement 
· Dedicated to bring excellence in work. 
· Excellent in understanding and analyzing the human behavior. 
· Excellent in identify the need of organization 
· Proficient in coordinating with the people 
· Ability to work multiple tasks and prioritize workload 
· Ability to work in team as well as individual. 

Have a good level command over English , Urdu and knowledge about Arabic language
PROFESSIONAL WORK EXPERIENCE
	Organization
	:
	WIBPRO

	TENURE
	:
	August 2013 to Feb. 2015

	DESIGNATIONS
	:
	ASSISTANT HR


RESPONSIBILITIES
· Overall responsibility of man power planning and recruitments. 
· Developing the induction programmes for the new recruits. 
· Conducting researches to study the current compensation trends in the market. 
· Developing and implementing the performance appraisal system for the company and co-ordinating it with other line managers. 
· Co-ordinating with finance department for processing of payments to employees. 
· Identifying the training needs, developing training programs to ensure constant learning and development of employees. 
· Establishing a proper organizational structure. 
· Developing and implementing disciplinary policies. 
· Developing and implementing employee welfare policies. 
· Developing the exit process for the employees. 
· Dealing with the final settlement of employees when they leave. 
· Maintaining good internal communication within the company. 
· Developing various reports for management which make it easy to make decisions regarding the current resources. 
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	PERCENTAGE
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	MBA HR, Marketing
	
	Osmania university
	78
	2014
	

	
	
	
	
	
	
	

	
	
	
	
	
	

	B.A Psychology
	
	Osmania university
	76.6
	2012
	

	
	
	
	
	
	
	

	
	
	
	
	
	

	Intermediate
	
	Board of Intermediate
	79
	2009
	

	
	
	
	
	
	
	

	
	
	
	
	
	

	Secondary
	
	Board of Secondary Education
	78.5
	2007
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


ADDITIONAL SKILL
· Basic computer skills 
· MS –office 
PROJECT
NAME:
TRAINING AND DEVELOPMENT
DESCRIPTION: Responsible for creating and implementing training programs and overseeing the development of careers. Sets performance metrics, evaluates productivity, and helps workers create long term career plans within an organization.
CURRICULAR & CO –CURRICULAR ACHIEVEMENTS
· Acted as coordinator in management fest “GREAT STEP” 2013-2014 
· Acted as Coordinator in Fresher’s Party in College. 
· Won 1stprize in skit completion in College on Management day. 
· Acted as coordinator of Social Club in the college. 
· Attended seminars by Securities and Exchange Board of India (SEBI),Federation of Indian Chambers of Commerce and Industry (FICCI) and various organizations. 
· Working as part time Business development associate 
· Worked as an volunteer in COVA association 
PERSONAL INFORMATION
	
	Name
	:
	HABIBUNISA

	
	Date of birth
	:
	19th June 1993

	
	Place Of Birth
	:
	Sharjah, United Arab Emirates

	
	Nationality
	:
	Indian

	
	Religion
	:
	Islam

	  Marital Status / Gender
	:
	Single/Female

	
	Languages known
	:
	English, Hindi ,Urdu& Arabic

	
	Visa Status
	:
	Visit Visa

	
	
	
	


