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HR CONSULTANT

UAE: Off No 568 Abdullah Kambir Business Center Abu Baker Siddique Metro Station Dubai
INDIA: Office No 203, Balaji Heights, Chimanlal Girdhardas Road, Ahmedabad, Gujarat

Human Resource Management, Market Research & IT Consultant
Portal Services | Public Networking | Website Design | Digital Marketing

Manpower Recruitment (Professionals + Labors) | Remote Workers | Job Advertisement
Job Search Assistance | CV Writing - Distribution | Visa Service | Certificate Attestation

Manpower Sourcing - Recruitment Services

Providing Professional Services to Employers since year 2002
Authorised Foreign Representative of Licensed Manpower Agencies

Issue Demand Letter > Chamber of Commerce + Embassy Attestation >
Interview Candidates Online > Issue Visa + Ticket to Selected > Manpower Deployed



Ms. Joy 

Human Resource & Admin Professional
6+ Years UAE Experienced + Holding Certification in HR
Profile 
Highly motivated Management/Admin / HR Executive with strong knowledge in performing executive administration and HR tasks with exceptional communication skills with minimal supervision. Graduate of Bachelor in Business Administration with 6 + years of hands on experience of working in diverse office environment. Proficient in providing support to top management, maintain databases, assist HR and other departments, responsible for maintenance of office premises, equipment etc.
Work Experience

Management/Admin/HR Executive + Operations

Health Cosmetic Group holding Pharmacies and Real Estate Business
Sharjah (March 2021 – Present)
HR Duties:

· Reporting directly to Managing Director and Operations Manager.
· Responsible for the entire recruitment process by coordinating with recruitment agencies for sourcing CV’s, shortlisting suitable candidates, conducting telephonic interviews, arranging online/office interview and issuing offer letter.

· Arranging desktop/laptop, office space, mobile, SIM, internet/mail ID access for new staff.

· Employee Onboarding/Orientation - Providing joining form, acknowledgement letter for using company items, Finger print IN/OUT access, training for CRM application and ERP Software, providing the employee login details.

· Employee relations – communicating with employees, handling employee grievances and queries and solving them. Helping promote high level of employee morale, motivation and excellent performance.

· Preparing and issuing disciplinary letters on violations after receiving necessary approvals.

· Inviting quotations and handling all company & medical insurance, workman compensation, malpractice, product liability insurance, property insurance and  car/bike/van passing, insurance and vechicle license renewals and managing ADNOC account for smart tag and petrol consumption, pest control contract renewal.
· Coordinate with PRO for trade license/chamber, immigration card, parking/rooftop renewal, tenancy attestation, new company registration & formation, all employee contract/visa/emirates ID/labor card renewals, medical/biometric and cancellation.
· Renewal of EJARI for sister company in Dubai.
· Handling MOH/DHA license renewal of facility and pharmacist, adding new pharmacists, 24hr facility work permit renewal, civil defense renewal etc…
· Etisalat internet/landline contract renewal for 7 companies. Responsible for adding all companies in one portal for easy access of bills and payment, activating 800 toll free number.
· Handling the processing of all forms - leave request, loan request, overtime, deduction, increment, passport release, monthly incentive etc...
· Manage employee leaves taken & pending, monthly attendance report and pharmacies expiry list. 

· Handling resignation/termination and cancellation process – preparing clearance form & declaration letter, coordinating with accounts for final settlement.

· Arranging NOC letter, transfer letter, bank letter, salary certificate, experience letter, NDA for employees and other Govt. related authorities - such as MOH/MOHRE/DHA.

· Preparing and updating employee records, all renewals, all website login details etc...

· Circulate memos, policies or procedures to the related department or entire company as required.

Admin Duties:
· Attending incoming calls, preparing presentations, scheduling meetings/appointments, drafting letters and replying to emails.

· Prepare various reports as requested by management.

· Renewal of yearly Saudi Visit Visa for Managing Director.
· Managed Tatmeen GS1 Registration – Initial Process.
· Handling 6 floor building tenants – new, renewals and cancellation.

· Paid SEWA/DEWA/Internet/Mobile bills via card payment and printed all the bills for accounts verification.
· Starting partnerships with various marketplace and online platforms.

· Starting partnership, opening account and credit facility with 150 plus suppliers for newly opened drug store.

· Renewing discount partnerships with various Govt. authorities such as DEWA, WAFFA, FAZAA, ESAAD, ADNOC, ALSAADA, SANAD, SMILES etc…
· Updating product prices in ERP System and other applications such as Talabat, Deliveroo, Instashop, NowNow, and Swan. Updating stocks in various online platforms.

· Invited quotations for stock taking and verification companies, KSA call center services, automated shutters, logo pins, delivery services companies, e-commerce fulfillment in Kuwait/Qatar, courier services to Kuwait/KSA/Qatar, LED screen for pharmacy, PPC Management services, Office space in Dubai etc….
· Responsible for listing new items, changing price & discount, updating HAAD code in customer system. E.g. Awafi Drug Store, Mediclinic
· Assisting sales team with CRM issues, MOH/ESMA product certificates, processing the opening of new customer account etc…

· Preparing the renewal of all customer sales contracts in UAE/KSA.
· Followed up for LPO’s from 50 plus branches of Supercare Pharmacy.
· Preparing monthly offers and updating in all online applications.

· Sending monthly offers via SMS to all pharmacy customers on weekly basis.
· Making sure the office is clean. 

· Purchasing all office stationery, A4 paper, invoice paper, ink toners, barcode labels, sticker labels, POS visa rolls, perfumes for office & pharmacies, shredded paper, customized plastic bags & packing boxes etc..

· Stocking pantry items when required.

Requesting for new and maintenance of POS machine/printers/barcode printers, laptops and any other office equipment.
· Maintenance and repair of AC’s, Signboards and others for all 7 companies as per requirement.
Administrative Assistant
Scenic Building Maintenance LLC, Dubai (Jan 2017 – Aug 2020) 
HR Assistant - Intern
Yassat Gloria Hotel Apartments, Dubai, (Oct 2014 – April 2015)
Admin Assistant/Secretary
Louis Marine Equipment Sale L.L.C, Sharjah (Oct 2011- June 2012)
Educational Qualification:

· Bachelor’s in Business Administration (major in Information System)
           Skyline University College, 3.78 G.P.A   (November 2011)
· Certification in Advanced Human Resources and Admin Skills (2014) 
            Nadia Training Institute.
    Soft Skills
· Communication skills (written and verbal)
· Organization and strategic planning.
· Prioritizing and problem-solving.
· Time management skills.
· Responsible and reliable.
· Open to constructive feedback.
· Having a proactive and positive approach to work duties
· Prepared to go the extra mile to achieve success. 
      Office Skills
· Telephone and Front Desk Reception.
· Database Management.
· Calendar Management
· Microsoft Outlook 
· MS Office Programs.
· Inventory and Supply Management.
· Travel Logistics
· Typing Skills
· Editing and Proofreading.
· Accurate Data entry.
Personal Details:
· Nationality

:       
Indian
· Born
 

:       
4th Jan 1989
· Visa Status

:       
Cancelled visa
· Languages

:       
English, Hindi & Malayalam

· Contact 

:       
joy-257281@2freemail.com 0504753686
· Other Interests

:      
Singing, Reading, Sports, Traveling, Cookin
g
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