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O B J E C T I VE
Obtain a position as an Administrator, Recruitment Coordinator, HR Executive, Document Controller in a company to be able to enhance my communication skills and to be of service to customer and clients.
S UM M A R Y O F E X P E R I E N C E & S K I L L S
· Quick learner, trustworthy, group facilitator and hardworking, excellent team player 
· An excellent communicator with good time management, innovative and creative thinking skills. 
· Eager to take up responsibilities and use limited resources to yield significant results. 
· Optimistic thinker who implements planned thoughts confidently in action 
· Keen team worked who understood the dynamic of group behavior 
· Respects time & learns patiently within the set parameter 
C A R E E R H I S T O R Y

Employer
: Phoenix Business Solutions – Abu Dhabi.
Industry Type
: Recruitment Company
Period of Service : 2nd Nov’2013 to Present
HR Executive & Recruitment Coordinator.
· Managing the process of candidate interviewing, assessment and selection in order to ensure hiring the right talent, in the right positions at the right time. 
· Actively recruiting for different positions in the fields of Education and passively for Oil and Gas. 
· Design and implement various non conventional sourcing, head hunting, referral generation, Advertisement publishing and Networking to generate a qualified pool of candidates. 
· Conducting the complete recruitment cycle from drafting of Job description up to induction of employee. 
· Making the best use of all the sourcing techniques to process the best of the profiles through networking, Recruitment Consultants, news paper ads, Employee referrals, portals. 
· Constantly updating job opportunities on company website and other job resource sites. 
· To over-view the entire campaign process and the ability to solve problems as they arise. 
Employer
: Nas Administration Services
Industry Type
: Third Party Administration
Period of Service  : 2nd October 2010 – 31st October’ 2013
Data Entry Encoder
· Entry of In-patient, Out-patient and e-claims. 
· Tally of In-patient claims of high value. 
· Reporting to the Supervisor of the status of the claims. 
· Manage day to day correspondence for the department independently. 
· Create a batch on the system for each batch of invoices received per provider. 
· Validate the batch in respect to the total amount claimed and total amount submitted. 
· Database Management: Managing, supervising and updating the database and contact details of different providers. 
· Establishes and maintains timelines and records for invoices. 

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Employer
:  Al Areef Computer Institute, Abu Dhabi
Industry Type
:  Training Institute
Period of Service
:  July 2009 – Dec 2009 (Temporary)
Work Assignments:
ENGLISH LANGUAGE & COMPUTER TRAINER
· Mentored young adults in using MS Office application such as Word, Excel, PowerPoint and Outlook. 
· Coached professionals on how to face interviewer effectively. 
· Enhanced English communication skill of young adults. 
OFFICE ADMINISTRATOR
· Handling Telephone, Fax and Emails 
· Establish and maintain project filing systems, Manage/record correspondence and documents 
· Carry out all necessary administrative / Logistical support functions. 
· Preparation of documentation required. 
· Preparation of response to queries. 
· Maintaining up to date database register. 
· Handling routine enquiries, scheduling appointments. 
· Take part in any administrative meetings to assure secretarial follow-through 
O T H E R W O R K A S S I G N M E N T S
Worked For ADIPEC (Abu Dhabi International Petroleum Exhibition And Conference) - 2013
· To provide accurate information with all aspects to the clients. 
· Foster strong client relationships by greeting and assisting clients and visitors in a courteous and professional manner. 
· Handling routine queries, scheduling appointments. 
A C A DE M I C & P R O F E S S I O N A L Q U A L I F I C A T I O N S
Bachelor of Commerce
:  University Of Calicut.
Higher Secondary Education
:  Indian Islahi Islamic School, Abu Dhabi, U.A.E
Secondary School
:  Al Noor Indian Islamic School, Abu Dhabi, U.A.E
Computer Knowledge
:  Secretarial with Windows XP, Vista-7, MS Office 2003 & 2007,
Visual Basic 6.0, Oracle 8, Tally, Adobe Photoshop & Illustrator
P E R S O N A L P R O F I L E
Date of Birth
:  14th July 1991
Marital Status
:  Single
Visa Status
:  Father’s Sponsorship
Languages Known
:  English, Hindi, Urdu, Bengali & Knowledge of Arabic
DE C L A R A T I O N
I hereby declare that the information furnished above is true and to the best of my knowledge.
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