Melinda Cutinha


E-mail address: melinda.cutinha@yahoo.com
Contact Number: 0561137516 


RESUME
Objective
Seeking a responsible and challenging position in a growth oriented progressive Institution where my experience and skills will significantly contribute to the overall success of the organization and provide opportunities for my career growth. 
Strengths:
· Organized, Self Motivated and responsible individual with ability to grasp quickly.

· Possess adequate communication skills and ability to work effectively as a team member.

· Worked on target-oriented jobs and under pressure/time constraints 
Skills: Reporting Skills, Maintaining Employee Files, Dependability, Organization, Scheduling, Confidentiality, Independence, Orienting Employees, Verbal Communication, Teamwork, Microsoft Office Skills
Work Experience
2014 – Present     LIFCO GROUP, (UAE)

    Position: HR Assistant
    My key Responsibilities: 

Administrative Duties: 
· Responsible for the end-to-end recruitment process through job analysis, sourcing, profiling, selection and job offer.
· Interviewing and assessing prospective applicants and matching them with vacancies at internal requirement.
· Making arrangements for the advertisement of vacancies.
· Works with the higher management to preparing the job description and ensures proper procedures for review and approval as per the department requirement.
· Coordinating with the recruitment agencies as per the need of the company.
· Making and handling monthly payroll, attendance of the entire group.
· Managing all employees leave schedule and settlement.
· Ensuring employee’s data base from the day one (DOJ, DOB, VISA Type, Salary, and Designation).

· Responsible for all the passports and handling the HRM software(updating the system)
· Handling and updating the company documents as per the UAE procedure.
· Coordinate with the PRO’s in activities like Labor Approvals, Visa Processing, Contract renewals etc.
· Gaining the employees confidence and make sure them to work for a company goal and update them HR regulations.
2011- 2013
Prasanna Technology (India)

Position: Front Office HR Executive
My key Responsibilities: 

Administrative Duties: 
· Maintain and update contact sheet

· manage the travel arrangements, including hotels, car, air, road and rail etc (bookings, bill checks etc)

· manage the requests for couriers and faxes
· Incoming and outgoing mails (posts)

· Record keeping / tracks for travel arrangements done, outgoing couriers, visitors records, inventory, temporary IDs etc.

· Coordinate for office supplies

· coordinate for office events as the need be

· Any other relevant duties that arise from time to time.

· Vendor management for stationers, travel agents, courier agents, and all allied third party service providers
· Maintaining staff salary accounts
2010-2011
Fotocell studio(India)

Position: Graphic designer

My key Responsibilities: 

Print Design, Logo Design and Album designing in Adobe Photoshop 
Supervisory Duties: 
· Supervising the housekeeping staff, security staff, gardeners etc

· Supervise if the office equipments are working in order like fax m/c, printer, PABX system or whatever is in use in your office etc.

· Check bills pertaining to front desk for accuracy and ensure timely payments.

.

Educational Qualifications

Mysore University – Mangalore (India)
Subject: BA at present 

Arena Animation - Mangalore (India)
Diploma in Animation
SVS Pre-University – Bantwal (India)
PUC

Govt. High School – Mangalore (India)
Secondary School Of Examination (SSLC)

Computer Qualifications
Mangalore (India)

Advanced Computer Application - 
MS-Word, MS-Excel, MS-PowerPoint and MS-Dos, 
Personal Details
Date of Birth   
: 17th April 1991
Gender / Marital Status
:  Female/Married
Languages Known 
:  English, Hindi, Kannada and Konkani
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