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SUMMARY

 

• Profile:


Female, 27th March 1980, Married.



• Nationality:


Indian.



• Professional Qualification:
Post Graduation Diploma in Personnel Management 
Xavier Institute of Social Service, Ranchi, India
WORK EXPERIENCE

November 2011 – Till date

Al Samiah Furniture 



              Sharjah, UAE





Secretarial cum Office Manager



• Phone Calls – receive phone calls in a timely and polite manner, screen and transfer inbound             

                                                    phone calls, determine the purpose of the call, deal with queries and provide correct information,
                                                 take and deliver messages accurately and completely.
• Greet Visitors appropriately and in a professional manner, monitor visitor/clients coming into the office.
• Work Management – set priorities and work procedures, plan, organize task and maintain  schedules accurately, find and use resources effectively, pay attention to details, collect and coordinate the flow of information both internally and externally, prepare and manage correspondence, reports and documents, Prepare Quotations for exhibition and event companies, Purchase Orders – local and International – BELGIUM, GERMANY, FRANCE, ITALY, NETHERLAND, TURKEY, SAUDI ARABIA, CHINA, Preparation of Letter of Credit, Bank Correspondence and Communication – Local and International Beneficiary Account , Arrangement for Marine Cargo Insurance if incoterms EXWORKS,CNF,FOB, Shipment Communication through forwarder and arrangement for material collection from factory and local UAE seaport, follow up on Order Placements with factories, handling all issues and communication related to clearance of container from seaport.
• Secretarial & Clerical Support – prepare and modify documents including correspondence, reports, drafts, memos and emails, update database, Schedule and coordinate meetings & appointments, handle inquiries and incoming work, communicate verbally with confidence and clarity, listen actively and respond instantly, prepare written responses to routine enquiries, inform the authority about any incoming email that needs attention, reviewing files and records to answer requests for information, handle requests for information and data, photocopy, collate and file documents accurately, ensure knowledge of staff movements in & out of organisation, provide solution and support to the customers using in-depth knowledge of company products and services, maintaining filing system, updating and maintaining database, coordinating work flow, monitoring and ordering inventory of office supplies, deal effectively with difficult customers, maintain confidentiality and show discretion, adhere to company policies and procedures, represent organisation in an ethical and professional manner. 
November 2009 – June 2010 
Arzana Events Organisers & Management


Ajman, UAE





Recruitment Personnel
                                                •Utilizing best business development methodology in order to attract business from 

                                                client companies; 
                                  •building relationships with clients;

•developing an understanding of the clients’ nature of business and help find the   

right people to work for them; 

• Drafting of job descriptions and person specifications as per the client request;
• writing job advertisements and placing adverts on newspapers & websites;

•headhunting - identifying and approaching suitable candidates based on the response
 to the advert;

•reviewing each applications by checking suitability, managing 

prelim interviews and short-listing candidates;

•forwarding resumes to clients in respect of suitable applicants & arranging the 
Final interview;

•informing candidates about the final interview to be held in the clients office & result of the same.
June 2008 – December 2008
  Middle East Fuel Distribution Co. L.L.C


Ajman, UAE 


 
Human Resource Coordinator 








•Recruitment - design recruitment advertisement, presenting the company at a high
                                                 level to potential recruitment agencies through direct communication, face to face
                                                 meetings, telephones & emails. 
•Coordinating on the Selection & Joining process & date of travel details of the 
newly  selected employee with the management and the placement consultancy. 
•Ensuring that the Visa Message i.e. “OK TO BOARD” message was sent to the 
Airline house of travel and confirmed the submission of the original visa at the 
airport immigration prior to the date of arrival.




•Coordination with the Transport In-charge for reception of the employee upon 
                                                their arrival. 

•Coordinating with the PRO to ensure that the employee’s medical examination, Finger  print & visa stamping on the passport was carried out as soon as possible and within  the stipulated time frame as per the Ministry of Labour.

•Ensuring timely renewal of Trade License, Chamber of Commerce certificate, Civil  Defence Certificate (Fire & safety), Industrial License, various P.O Box Renewals,   Passports, Visas, Labour Cards & extension of work permit for those under Mission Visa before the expiry of 90 days from the date of entry into UAE.

•Maintaining & updating of personnel files for each employee in an efficient manner.

•Leave Management – prepared a Leave Eligibility Calendar for 150+ employees by  individually verifying their date of entry into UAE by checking their passport, drafted  the Absence Request Form & Passport Request Form for the group, ensured that the  leave of the employee was sanctioned by the management and further sent to the  ticketing dept.

•Drafting various letters of correspondence for employees such as internal memos,  Offer Letters, letter of notice etc as per approved terms and conditions.

•Prepare weekly report on the activities of the HR Dept & a monthly report on
 the expenses incurred for visa processing of the new employees.

EDUCATION

June 2001- May 2003

Post Graduation Diploma in Personnel Management
XISS, Ranchi
Aug. 1998 – May 2001

Bachelor of Arts


    Loreto College, Kolkata, India
July 1996 – May 1998

Higher secondary


     Loreto House, Kolkata, India
May 1996


Secondary
         St. Joseph’s Girls High School, Cuttack, India
LANGUAGES

English, Hindi, Bengali (Read, Write & Speak – Excellent)
