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Jumeriah Dubai
Nationality

: 
Indian. 
Gender


:
Female. 
Marital Status

:
Married.              

Languages 

:
English, Hindi.




Career Objective:-
To seek a challenging position in the fields of Human Resources / Administration in a reputable, progressive company, where I can invest all my professional expertise, qualification, valuable experience to the optimum level, to facilitate mutual growth, for both, the organization and my career
     Core Human Resource Snapshot:- 
HR Administration.
Medical Insurance & Policies.

Induction & Processes.

Recruitment.
Professional info at Glance:-
Over 5+ Years of professional experience with a large organization of approximately 1500 employees from variety of platforms like Fashions, Restaurants and Travel & Tourism and successfully handling HR functions.
Company Name

: -
JAWAD BUSINESS GROUP

Designation


: -
HR Administrator.

Period



: - 
November-2010 to till date.
Roles & Responsibility: -

HR Administration - 

· Attending correspondence & replying them accordingly.

· Update and maintain HR policies and procedures, employee manual and handbook.
· Preparation of offer letters, employment contracts, business correspondences, various employee letters and certificates and internal memo.
· Handling general administration such as maintenance of staff accommodation, office supplies etc.
· Handling Joining and Re Joining formalities
· Coordinate with PR Department for the timely proceeding of employee residence stamping, Emirates ID and Labor card work contract and updating the same in the HR Reports.

· Perform all activities related to employee leave administration like leave application process, documentation of leave records, disbursement of leave salary etc.

· Manage employee separation activities (Resignation/ Termination/ Layoff).

· Responsible to carry out all internal & external communications related to HR department.

· Resolving all the queries of the employees relating to salary, benefits, leave, contract, EOS.
· Provide comprehensive administrative support to day-to-day operations of human resources.
· Managing the reception, security, transportation, housekeeping affairs.
· Facilitating on board activities such as booking of air tickets, accommodation, offices for the employees.
· Conduct or coordinate worker training in areas such as safety laws and regulations, hazardous condition monitoring, and use of safety equipment.

· To ensure that new or transferred employees have an effective induction programmed which is adhered to.
· To ensure that the company’s personnel procedures are strictly adhered to.
· To ensure that personnel files are properly maintained and kept confidentially.
Induction & Processes – 

· Responsible for maintaining and creating all employee data files.

· Providing Induction and orientation for new joiners, about Company profile, background, Nature of business Industry, Sourcing methodology & strategies, Growth Path in the organization etc.
· Checking & verifying docs submitted by the new joiner at the time of induction.
· To carryout joining formalities for the new joiners.

· Preparation of employment contracts & ensuring that the new Joinee has understood the company internal contract info.

· Managing and updating manual filing system.
Medical Insurance & Policies – 

· Accountable for processing all medical insurance and yearly renewal.

· Addition / Claim of the same in coordination with Insurance broker.
· Tracking/Filing/Updating the info of the medical enrolled employees.

· Furnishing the report to the higher management of the enrolled employees when requested.

· Explaining the policy related to medical insurance across the organization.

· Processing & following up for the remittance of the claim with the accounts dept upon validation & approval.

· Following up for the payment to the medical insurance company with the accounts dept.
Recruitment – 

· Maintaining the recruitment tracking sheet on monthly basis.
· To ensure that the recruitment and selection of people is done objectively.

· Coordinating with the recruitment team for the arrangement of airport pick & further travel plans.

· Generating the tracker for the newly hired colleagues as accordance to their divisions.
· Escalating the info of the tracker to the higher management when requested.
· Liaison with the recruitment agencies if required to hire locally.
Pumpkin-Patch (Fashion Brand):-
Is a one stop shopping experience offering Kids Fashion that blends a clear design focus with a bit of attitude. Making waves in over 90 locations across the UK, Australia and New-Zealand.
Designation


: -
Sen. Sales Advisor.

Period



: - 
September-2009 to November-2010.
Roles & Responsibility:-

· Accountable for generating revenues by driving sales and delivering excellent customer service

· Responsible for meeting and improving upon agreed Business and Store Level KPI’s.

· Focusing upon delivering the Brand / Jawad Retail Standards.

· Maintaining and exceeding the standards of customer service excellence by resolving customer complaints to ensure complete customer satisfaction.

· Maintaining effective cordial relationships with the customers/suppliers through a genuine interest in the business.

· Responsible for setting targets & budgets for the sales team as well as implementing various training programs for the development of the sales force.

· Prepare daily, weekly, monthly reports, arrange and display merchandise.
SUMMARY OF QUALIFICATION:


· Well-rounded background in human resources, training, operations and customer service.

· Excellent experience in developing and implementing a variety of programs to improve operations.

· Skilled in developing company budgets, department budgets and creating department objectives.

· Effective organizational abilities, interpersonal skills and problem solving abilities.
QUALIFICATION:-
Bachelor’s degree in Computer Applications from Institute of Professional Excellence & Management affiliated from Meerut Technical University, Delhi-India.
TRAININGS/TECHNICAL SKILLS:-
· S.F.E. training, Strategic Customer Service. Health and Safety, Stock Replacement, Time Management
· First Aid Training, Core Management, Progressive Disciplining, Managing Diversity, Advanced Selling Skills
· Proficient in MS Office 2000, MS Work, Excel, PowerPoint, Outlook, Lotus Notes and other research databases...















                 












