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                                                                                                   HR GENERALIST
A dynamic professional with over 3 years of total work experience in Human Resource Management (Generalist Profile) and sound knowledge of UAE Labor Law. Skillful in solving problems related to human resources with the ability to create a pleasant work environment utilizing soft skills and knowledge.
My objective is to develop in the field of HR and gain valuable experience, enabling me to meet my long term objectives while being associated with a progressive company.
OVERVIEW
· Talent Acquisition
· Communication & People Skills 
· Employee engagement & retention
· Processing of benefits and compensation
· HR records management
· Complete Payroll processing
· Job grading & Evaluation
· Conflict resolution & other Admin activities
CORE SKILLS AND KNOWLEDGE    

· Performance Management & Compensation System
· Talent Acquisition & Retention activity
· Excellent Interpersonal Skills & Effective Team Player
· Stress Management
· Organizational Skills     
· Business/Cultural awareness

· Flexible & Adaptable
CAREER SNAPSHOT     

Company: Century Mechanical Systems Factory LLC, Dubai, U.A.E.
Jan 2012 – Till date Role: HR Executive
Responsibilities include:
· Guiding the Line Managers in writing job descriptions, manpower planning ,  setting PM objectives, identifying competencies.
· Conducting of employee performance appraisals, grading them & submitting reports to the
Management.
· Payroll processing (consideration of absentees, leaves, daily time log, final settlement, overtime) for over 400 employees.
· Annual Leave Administration for over 400 employees.
· Recruitment/Talent Acquisition for various departments like production, sales, service, admin   department of the organization.
· Issuance of MEMOs, promotion letters, salary increment letters, appreciation letters.
· Conducting Exit interviews, one point of contact for full and final Settlement.

· Assisting the HR Manager in policy formation and implementation.

· Removing from HRMIS & intimating PRO for the cancelation of visa for the employees, who have not reported back from vacation after completing 6 months.
· Proficient in using ERP systems such as Focus and Active 2.1.
· Taking care of Internal Transfer of the Employees Department.
· Responsible for timekeeping, maintenance of Leave records, accrued benefit records, maintenance of employee files, Insurance files and other administrative files.
· Updating of Employees Information: Change in pay-grade, Increments, Promotions,    Resignations, Terminations and joining of new staff.
· Handling Probationary process, Probation Tracking and Confirmations.
· Employee Engagement Activities such as News Letter, Magazines.
· Travel Desk management (hotels & flight bookings for employees)
· Insurance (such as medical, life, and vehicle) and Facility Annual maintenance contract renewals.
· All other admin activities as assigned by the Management from time to time.

SCHOLASTICS     

	PGD- Strategic Human Resource Management certified by ABP              
Westford School of Management, U.K.
	2014

	Bachelors in Commerce
Mumbai University, India
	2010

	HSC
Mumbai University, India
	2007


PERSONAL INFORMATION     

	
	DOB
:
	11.11.1989

	
	Place of Birth
:
	Mumbai, India

	
	Nationality
:
	Indian

	
	Gender
:
	Female

	
	Marital Status
:
	Single

	
	Visa Status
:
	Employment Visa

	
	
	

	
	Driving License
:
	Ongoing



INTERESTS & HOBBIES    

Music, Badminton, Technology.
DECLARATION   

I hereby declare that all the details furnished above are true and correct to the best of my knowledge and belief.


