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OBJECTIVES:
· Seeking a position where I can utilize my skills and qualifications to become established as a team member for a successful company.
· To attain a position that I will be suited for, and to be a part of an organization where hard work will be rewarded and where career advancement will always be a possibility.
· To enhance my skills, knowledge and contribution to the business
PERSONAL DETAILS:

Date of Birth:

17/March/1989

Gender:

Female

Nationality:

Indian

Visa Status:

Father’s Sponsorship
EDUCATION:

BIRLA INSTITUTE OF TECHNOLOGY, RAS AL KHAIMAH, UNITED ARAB EMIRATES,

MASTERS IN BUSINESS ADMINISTRATION,

Specialized in Human Resource and Marketing

2011
BIRLA INSTITUTE OF TECHNOLOGY, RAS AL KHAIMAH, UNITED ARAB EMIRATES,
BACHELORS IN BUSINESS MANAGEMENT
Specialized in Finance,

2009
WORK EXPERIENCE

PERFECT PROPERTY MANAGEMENT LLC (JULY 2014- MAY 2015)

Office Manager/HR Assistant

-Office Managerial Duties (Supervision of employees)

-Maintaining facility bill records 
-Updating & Maintaining Employee Records

-Interviewing and Hiring new applicants
-Employee Counseling

-Submitting employee data reports by assembling, preparing, and analyzing data

-Coordinating with PRO regarding employee visa renewals, visa cancellations etc

-Coordinating with purchase executive for office and facility equipment purchase and records

-Coordinating with vehicle rental agencies, travel agencies
-Coordinating official communication and delegated tasks with Department Managers 
-Recording Minute of Meetings, board resolutions etc

-Issuing LPOs for facility maintenance and following up with suppliers

-Handling Grievances, Disciplinary action and dismissals

-Coordinating and recording employee leave, attendance, work performance

-Holding performance appraisals and evaluation

KLIPPE TRADING LLC (MAY 2013 - JUNE 2014)

Business Development Coordinator
-
Assisting General Manager

- 
Maintenance of all company records
-
Marketing & search for distributors (International & Local)
-
Handling Food Items Registration & Control with Dubai Municipality

-
Tracking & Handling Incoming Shipments

-
International communications with clients

AL TAREEQAH MANAGEMENT STUDIES (AUGUST 2011-SEPTEMBER 2012)

Business Development Executive 
· Telemarketer for three Emirates Al Ain, Ras Al Khaimah& Fujairah

· Student Administration Services

· To achieve the pre-assigned targets on monthly basis

· Exam Supervision

· Preparing Marketing Presentations

· Maintenance of all Student Records

· Support and coordination to the respective business units between the Students and Administration, admissions officer & Accounts, to provide optimum level of customer satisfaction across UAE.

· General administrative and clerical support

· Preparing letters and documents
TEMPORARY WORK COMPLETED 

PARKER MIDDLE EAST FZE (DECEMBER 2012 – JANUARY 2013)

Leader in Motion & Control Technology

HR & Administrative Assistant

· Assisting HR Manager

· Updating Employee Records

· Office managerial duties

· Relieve Management of Administrative detail

· Office Support Activities

SCIENCE INFORMATION TECHNOLOGY INSTITUTE SITI RAK(October 2012- December 2012)

Business Studies Lecturer

· Human Resources, Business Communication, Marketing and Business Studies classes.

· Student Mentoring

· Supervising and assisting with other student related matter

2006-2009

Worked for Sales Promotion of Nokia with IML Group, Dubai.
2006

Worked as a Sales Promoter for various Unilever and P&G Products
TRAINING 
-Certification for Customer Service and Emotional Intelligence Training (2014)

