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CV NO: 1526382


OBJECTIVE:
To become a part of professionals and excel in the field of HR &administration and to utilize my maximum efforts for the benefit of the organization where I will be able to grow along with the organization.

KEY SKILLS
(Good Coordination Skill
( StrongInterpersonal skills

(Team player& Hardworking
(  Networking& Relationship Building  
(  Contract Negotiations  
(Work under pressure and take initiatives

(Dedication &commitment


PROFILE


HR & ADMINISTRATION MANAGEMENT

Recruitment/Resourcing/Selection/Induction:

· Sourcing Profiles through job portals, Employee referrals, Job Posting and consultants.

· Responsible for recruitment’s at various levels 

· Planning, organizing & coordinating walk-in interviews for different requirements.
· Screening and short-listing of profiles for technical and non-technical positions.
· Salary negotiations with identified candidates; managing advertising response, employee referrals and off campus recruitment.
· Preparation of offer letters and Ensuring stable process for Offered candidates in terms of Joining Formalities
· Ensure the background verification process is completed for every joiner as per company guidelines
· Orientation to new joinees about the Organization Structure and policy related presentations. Responsible for joining and induction formalities of new joiners
· Responsible for preparing monthly HR dashboard 

· Preparing Offer, Increment, Termination and Relieving, Warning Letters. 

· Proficient in handling HR & administrative roles along with Secretarial responsibilities with implementing various techniques for improving the process operations along with cost effectiveness
· Efficient, effective and friendly administrative management of the office 

· Manage the maintenance of the filing system, archiving and database systems 

· Assist in the setting up and maintaining essential secretarial and administrative functions of the Office 

· Ensuring correct administrative procedures are followed and that good governance and office standards 

· Organize logistics in terms of travel and events 

· Ensure timely reports to Head Office & field units 

· Monitoring internal and external communications and ensuring appropriate follow up in the absence of the relevant team members, Provide support for the organization of meetings/ workshops and preparation and distribution of related documentation, maintaining records of outgoing/ incoming letters, documents, postage and courier
· To provide Administrative & Logistical support in arranging Seminars, Conferences, Workshops etc, and preparation and distribution of related documentation. 

· Coordinate with various staff for operational support activities of the unit; serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems. 

· Provide administrative/secretarial support for various departments/divisions such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries. 

· Operate desktop computer to compose and edit correspondence and memoranda from dictation, verbal direction and from knowledge of policies of established departments/divisions; prepare, transcribe, compose, type, edit and distribute agendas and minutes of numerous meetings. 

· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which also includes travel and lodging arrangements

· Filling documents as per the requirement of the office managers or updating files and registers related to attendance and work of the staff.

Training & Development 

· Conceptualising and effectuating Training and Development initiatives for improving employee productivity, building capability and quality enhancement
· Determining training needs of employees through PMS and Skill Gap Analysis and Preparing annual training Planner focusing on supporting Business efficiency.
· Coordinating with External Agencies and Internal Training Faculty for Organizing the Trainings based on Business requirements

· Taking care of Pre & Post Training Evaluation and Consolidation of Training Feed Back and Analysis of Training Effectiveness 

Employee Engagement

· Organizing Employee welfare programs such as Team outings, Online events, Sports & Games, Best performer awards & rewards.

· Employee Query & Grievance Management- Appropriately manage Employee Queries & Grievances as per the hr policies defined in the organization

· Conduct Open House Sessions with the employees
Relieving Formalities

· Preparation of Full & Final Settlement.  

· FacilitatingExit - Interview with respective panel members. 

ACADEMIC & PROFESSIONAL QUALIFICATIONS
· CHRP(Certified Human Resource Professional) &CHRM (Certified Human Resource Manager) from ACI, USA.
· MBAinHR and Customer Care Management, from Apex Institute of Management, Mangalore, India
· Bachelor of Arts *Computers and Secretarial Practice, from St.Agnes College, Mangalore, India –2006
COMPUTER AFFINITY

· Operating system: Windows 98, Windows 2000, Windows XP 
· Accounting: Tally 

· Office - Automation: MS – Word, Excel, Power Point, MS- DOS, ORACLE, Visual basic, HTML, WEB DESIGNING, Programming in C plus, FOX PRO,  
E-Mail: Microsoft Outlook

Typing and Shorthand(Senior Grade).

PROFESSIONAL EXPERIENCE [Abridged]

Presently working as Recruitment Executive at M/S. Fathima Group of Companies, Dubai since September 2015 till date.
2014 – 2015       Senior HR & Admin Executive at CMS Group of Companies, Dubai

2012 – 2014       HR & Admin Executive, Seaport Technologies, Dubai 
2011 – 2012       HR& Admin Assistant, 714 Advertising, Al Quasis, Dubai
2010 - 2011       Admin Asst &Insurance Advisor, Vasan Eye Care Hospital, Mangalore, India

2008 – 2009       Secretary to the Directors, A.J. Hospital and Research Center, Mangalore, India
2006 – 2008HR &Admin Assistant, Cheshire Homes India, Mangalore , India
May 2005
Job Training     Office Assistant, New Mangalore Port Trust, Mangalore, India
May2004   Job Training
Office Assistant, Sandesha College of Fine Arts, Mangalore, India
PERSONAL DETAILS

Nationality
Indian





Date of Birth
15th January 1986

Civil Status
Single

Gender 
Female


Religion 
Christian




Visa Status
Employment 

Driving License
valid  UAE Driving License
LANGUAGE CAPABILITY


R/W/S
English, Hindi, Kannada, Tulu & Konkani 


Understand Malayalam
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