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Objective: To seek a role as HR Generalist
Education

	Compulsory Education
	 
	 
	 
	 

	Degree
	Subject/Specialization
	Board/University
	Passing Year
	Percentage

	10th (SSC)
	General
	CBSE
	2000
	61.2%

	12th (HSC)
	Science
	CBSE
	2002
	64.0%

	BSc
	Mathematics
	Aligarh Muslim University
	2006
	55.1%

	Professional Education
	 

	Degree
	Subject/Specialization
	Board/University
	Passing Year
	Percentage

	PG Diploma
	Human Resources
	IGNOU
	2010-2012
	60.00%

	PG Certificate
	Mgmt & INS Ops.
	SIESCOMS
	2007-2008
	79.00%


Technical Expertise

	Area
	Level
	 Experience

	MS-Office (Excel, Word, PPT, Outlook)
	Advance
	4. 5 years



TOTAL ORGANISATIONAL EXPERIENCE (6+ years)


Dec’2014-Present                               Developer Building Contracting LLC, Sharjah- UAE
Officer- Administration

Administration 

· Managing maintenance agreement between the first party and the vendor for machineries
· Maintaining track record for machineries’ utilization

· Provide administrative support for new petrol card, accommodation facility, CUG SIMs and accessories

· MIS reporting for end to end administrative activities

Procurement
· Ensures the proper management of procurement department operations in the absence of the purchase manger
· MIS reporting & Analysis for end to end procurement

Employee Relationship

· Maintaining employee data base

· Handling grievances

Labour welfare

· Provide administrative support to HR manager in implementing various welfare initiative 

May’2014-Oct’2014                           Hitech Grain Processing (P) Ltd, New Delhi- India
Associate HR & Administration

Human Resource

· Recruitment & hiring

· Maintaining employee data base and attendance
· Manage the administration of the human resources policies, procedures and programs
· Taking care of employee safety, welfare, wellness and health
· Employee relationship and grievance handling 
· Issuing offer and appointment letter/s
Administration

· Maintaining delivery records for Hitech products at client’s site

· Work on daily given assignments by senior managers
· Taking care of other administrative responsibilities as an when required

Sep’12-May’2014                                YPMC Pvt Ltd, New Delhi- India
Asst. Manager- Learning and Developement
-Recruitment & Hiring

· Involved in recruitment & hiring process of new temp and permanent staffs

-Program Management & Training coordination
· Involved  in designing program launch mail and updated and maintained process portal

· Responded to queries via phone calls, scheduled calls, emails
· Received nominations and involved in handling grievance, escalation/s & queries regarding launched programs
· Training room and training setup arrangements
· Vendor Management

· Dispatched books to concern set of participants location wise

· Other logistical arrangements 
-Prepared Excel Reports and Dash Boards

Jan’11-Aug’12                                      YPMC Pvt Ltd, New Delhi- India

Executive-HR
· Managed complete recruitment life cycle in alignment with role specifications & competency
· Conducted HR/technical interviews and issued offer & appointment letters
· Provided administrative support for developed HR policies, systems & procedures for the site and aligning them to business needs
· Prepared MIS report/s regarding PF coverage, overtime details and labour expenses to Management
April’09 -Dec’10                                   Vodafone (For BVI HR Pvt Ltd), New Delhi- India
Executive-Customer Relationship
· Admin support for operational activities
· Customer service and co-ordination amongst different departments
· Customer service and relationship

·  Business development

PERSONAL DETAILS

Date of Birth
               : 07th December, 1985

Marital Status                  : Married 

Salary TARGET

: AED 7000 per month
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