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Currently on Employment visa - Dubai 

OBJECTIVE: To work for a reputed company, where besides adding value to myself, I can contribute to the growth of the organization.

Experience till date: I possess 5+ years of professional experience in India for the position of Human Resource, Administration & Vendor Management. I have performed up to the satisfaction of my employers and learnt a lot.

STRENGTHS: 

· Strong communication in English and inter-personal skills.

· Adaptable and Result Oriented

· Person with confidence levels, self-motivated, attitude to excel and zeal to learn.

· Eye for detail

EDUCATIONAL QUALIFICATION:
Post-Graduation: MBA (HR) - Sikkim Manipal University - July 2010.

Graduation: B.Com (Foreign Trade) - St Francis Degree College - April 2006.

PROFESSIONAL EXPERIENCE:
Organization
                                                    Capital International Group (CIG)-Dubai
Designation                                                         Human Resources & Administration / Reception
From                                                                       26th May 2014 till date

· Handled all enquires of clients (calls and emails) at  the business center
· Maintaining the caller & visitor report of all board lines & also for clients.
· Maintain inbound and outbound couriers.

· Schedule appointments for the Management and any client.

· Prepare letters/memos, minutes of the meeting, and documents.

· General administrative & clerical support 

· Maintain the reception & ensure cleanliness

· Submit the reports for (attendance, sales enquiry, quantity of stamps ordered by the clients, couriers and conference room booking)

· Prepare daily, monthly and quarterly reports.

· Assist the Assistant Manager 

· Maintain the quality & quantity of brochures at the reception.

· Placing job advertisements in the classified.
· End to End Recruitment (Screening, short listing and scheduling the right candidate for the interviews and follow up with the management till the offer letter is prepared and handed over)  

          Organization                                            
Team Lease India PVT Ltd
          Client
                                                                             DuPont India Pvt Ltd, Hyderabad
          Designation                                                                  HR - DMS Administrator

          From  
                                                                     21st March 2011 to 2nd Aug 2013

          Job Profile:     
· The role that I possess in DuPont comes under the global HR collaboration with our internal customers as Sourcing and Finance. We maintain master data of DuPont Vendors, Customers, Materials, Keystone process & Travelers globally in SAP (FICO). 

· Any details related to the above mentioned were created on company code or purchasing level, with specific account groups. 

· Dealt with Emails and Escalations as well on a global level. 

· IBAN Validations for all bank details.

· Automated input check and creating reports like LSMW for audit purpose; BD12 and BD14 for internal errors were done.
· Process training for new joined employees.
Achievements:

Awarded for 2 consecutive quarters of daily work productivity with quality and scheduled trainings for the same. 
          Organization                                                              Barclays Shared Services, DLF, Chennai.
          Designation                                                                HR Process Advisor
          From                                                             
20th April 2009 till 27th October 2010
          Job Profile:     
· Handled HR (Employee Relations) for Barclays Employees in UK.

· Worked on SAP 6.0 and Siebel 7.5 platform.

· Maintaining all data for employees from Hiring to Exit or Redundancy formalities.
Achievements:
· Awarded for highest quality score for the 2nd quarter (April, May & July 2010).        





          Organization:                                                Worked for All Smiles Dental Clinic, Hyderabad
          Designation:                                                   HR & Quality for Medical Transcriptions

          From:                                                                7th August 2007 to 1st March 2009.
          Job Profile:
· Handled End to End Recruitment – The entire Recruitment Life Cycle.

· HR Generalist: Employee Management

                    Employee Orientation
                    Employee Relations

                    Performance Management
                    Talent Acquisition

           Vendor Management

           Employee Retention Strategy

                    Grievances
EXTRA CURRICULAR ACTIVITIES
· Travelling 

· Interests include Music & reading.
PERSONAL DETAILS
Date of Birth                                    05.08.1985
Sex                                                      Female

Marital Status                                  Single
Languages                                         English, Konkani, Malay, Telugu, Hindi & Tamil

Nationality
                                Indian

Visa Status
        Employment Visa
Religion 


  Roman Catholic

