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Objective

Seeking an Administrative position where my leadership, strategic planning and development skills will be fully utilized.

Around 5 years of Experience in administration.
Summary of Qualifications
Proven track record in administration, Skilled at planning, employee training, adherence to company standards, and customer relations.

· Excellent analytical and problem-solving skills.

· Proven ability to lead successful teams.

· Ability to work under pressure in fast-paced environments.

Areas of Expertise
 Administration Business planning /Development/Group leadership

 Personal training/Supervision inventory control team/Human Resources Developing.

Professional Experience 
WORKED IN DUBAI MX-CARE CONT.CO. AS A  HR ADMINISTRATOR from 2006 to 2008.

Responsibilities :-

· Maintaning Employees recors.
· Presenting benefits packages.

· Interviewing new employees,checking references and organizing bebefits packages.

· Providing policy training.

WORKED IN BAHRAIN OLYMPICS GROUP Of co. AS A HR ADMIN CUM Asst.MANAGER from 2009 to 2011.

Responsibilities :-

· Schedule examinations by coordinating appointments.
· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling.preparing analyzing data.

· Maintanence employee information by entering and updating employment and status –change data.

· Provides secretarial support by entering,formatting and printing information,organizing the answering the telephone,relaying messages,maintanig equipment and supplies.

· Maintaining employee confidence and protecting operations by keeping human resource imformation confidently.

· Maintanence quality service by following organization standards.

· Contributes to team effort by accomplishing relatedresults as needed. 

WORKED IN KSA  RAWAHEL AL MAJD CONT.CO.AS A HR ADMIN CUM OFFICE INCHARGE from 2012-2013.

 Responsibilities :-

· To motive the office employees in his unit.

· To set targets  of output of work.

· Set the employees work schedules

· Responsible of all invoices and checks.

· Requireting new employees taken interviews.

· Accounting and administration they are any problems I solved that its my responsibility.

· Vacation,accomdation,employees need anyting I can arrange all things.

· Monthly preparing salaries.

Education Qualification 
 Degree (B.Com)
Technical Skills 
Operating system
: win95/98/2000

Packages 

: Ms-office 98/2000/xp Dsc Tally Wings Focus 
Programming skills
:  Internet applications, course completed in (D.C.A)
               
             PAYROLL.
Personal profile 
Date of Birth

: 04-06-1987

Religion

: Islam
Marital Status 
: Married 

Languages known 
: Fluently in English, Arabic, and Hindi, TELUGU.

Nationality

: Indian 
If my application interests you, it will be my privilege to give any other relevant information you may require I would immensely consider it as my honor and I will try my best to satisfy my superiors.
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