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	OBJECTIVES


To work in an organization that offers challenging, stimulating, learning environment, which provides scope for individual development and offers attractive prospective for
long-term personal development and continuous career growth to enhance my skills and abilities.
	WORK EXPERIENCE

Working as “ADMINISTRATOR” (Temporary) in MAJID AL FUTTAIM VENTURES LLC “Financial Shared Services, Accounts Payable Department. From Jan  2015 till the date
JOB PROFILE
Majid Al Futtaim Ventures is Subsidiary company of Majid Al Futtaim Group, responsible for Developing and Managing the Shopping, Retail and Entertainment Enterprises.
· Monitoring the stationary level and ordering the Office supplies.
· Verifying the petty cash and Preparation of debit notes, booking of invoices and arranging the payments.
· Verifying Utility bills, preparing reports and arranging payments.

· Analyze and verifying  staff expense bills (cash and credit cards), Obtain invoice authorization and forwarding to the payable department for payments
· Control over documentation and filing system, ensuring all documents are up to date within electronic fileing system.



Worked as a “HR and Administration EXECUTIVE” in “M/s. PowerNet Distribution Solutions” N.H. – 17, Opp.: Govinda Das College, Surathkal. From October 2008 to September 2012.
	JOB PROFILE


An ISO 9001: 2000 certified leading service provider in Installation, Commissioning, Operation & Maintenance of Electrical, Instrumentation, Control & Automation Systems.
· Coordinating with Department Head for requirements of Manpower for their respective departments and obtaining the approvals from the Management for the required positions.
· Posting the current requirements in company web portal, News paper and coordination with recruitment agency.
· Screening and Shortlisting the CV and assisting Department Head in conducting interviews.  
· Ensuring the department complies with all recruitment Policies, Laws, & Regulations and providing professional advisory support to the departments and employees. And Handling their requests and grievances.
· Maintaining the employees personal file, setting up, monitoring and then tracking employee probationary periods, performance and rewards and leaves
· Monitoring the All department’s general expenditure, ordering the required stationaries, assets and managing & maintenance of office equipment’s. Arranging the accommodations and transportations to company visitors.
· Assisting to Accounts Officer maintaining day-to-day transactions like Cash & Bank, preparation of invoices, payments and receipts, also assisting in processing salaries and other allowances in an accurate and timely manner.
· Assisting the various departments in audit program conducted by Income tax, Labour department and other Govt. Authorities.
	EDUCATIONAL QUALIFICATION


	Exam Passed
	University / Board
	Year of Passing

	MBA 

Specialization in HR and BA
	Apex Institute of Management Mangalore (Correspondence Course)
	2014


	BBM
	Mangalore University
	2007

	PUC
	Karnataka State Education Board
	2004

	SSLC
	Karnataka Secondary Education Examination Board.
	2002


	ADDITIONAL QUALIFICATION


ADVANCED HUMAN RESOURCES – FROM NADIA TRAINING INSTITUTE From Nadia Institute, Sharjah, UAE
Major areas -:

Manpower Panning, Recruitment & Selection, UAE Labour Law, Employee Orientation, Training & Development, Payroll & Benefits, Administration Skills and Human Resources Audit.

DIPLOMA IN COMPUTER APPLICATION

Desktop Tools
:
MS-Office – 2003/2007, Tally 
	PERSONAL PROFILE


Date of Birth
:
22.04.1986
Nationality
:
Indian

Languages Known
:
English, Hindi 
Visa status                              : 
Husband Sponsorship
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