COVER LETTER
Dear Sir/Madam,
I am HR Professional with Bachelors in Science & Post Graduate Diploma in Computers with a proven track record of 6 + years in the UAE. After contributing to the growth and success of my previous employments, I am seeking for new challenges in HR/Admin Managerial role with a reputed company who is in need of someone with a dynamic, enthusiastic and performance-driven quality. 

Since I always had a strong determination to achieve the best possible, I have continuously polished my skills and proficiency in foreign languages (English, German, French, Arabic & Hindi ) which makes myself not limited to my mother tongue only.

With my 6 years of experience in HR/Admin I have equipped myself with sound knowledge of recruitment processes, policies, procedures and the confidence to prove myself and showcase my talents. I have also maintained administrative, payroll, and other accounting tasks to support other functions within the facility. I have been awarded with the title of Best Employee of the year 2013, which portrays that I would be an excellent addition to your team. 

I am flexible and adaptable person, very good organizer and listener. I can work on my own initiative or demonstrate a high level of a team contribution. 

I am very methodical in my approach to tasks, which allows me to work to a high standard whilst still maintaining efficiency. I have the ability to work on my own initiative and manage conflicting priorities and multiple deadlines.  I also have experience in working with a team within a high pressured environment.

I have attached a copy of my CV for your kind consideration. Please don't hesitate to contact me if there's anything I can do to further enhance my candidacy.

I look forward to hearing from you.
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 Objective       
Seeking a position that utilizes my extensive knowledge and experience as an HR/ Admin Personnel.
Work Experience
HR/Admin Manager (Temporary): Amity International School Abu Dhabi, UAE
                                                                          August 2015 till dated. 

Maintains and enhances the organization's human resources by planning, implementing, and evaluating employee relations and human resources policies, programs, and practices.

RESPONSIBILITIES:
Maintains the work structure by updating job requirements and job descriptions for all positions.

Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.
· Prepares employees for assignments by establishing and conducting orientation and training programs. Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.

· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.

· Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.

· Ensures legal compliance by monitoring and implementing applicable human resource federal and state requirements; conducting investigations; maintaining records; representing the organization at hearings.

· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Completes human resource operational requirements by scheduling and assigning employees; following up on work results.

· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.

· Contributes to team effort by accomplishing related results as needed.

Skills and Qualifications:
Hiring, Human Resources Management, Benefits Administration, Performance Management, Communication Processes, Compensation and Wage Structure, Supports Diversity, Classifying Employees, Employment Law, Laws Against Sexual Harassment, Organization

HR& Personal Affair Supervisor: Repton Foundation School UAE  

                                                                    July 2013 till July 2015.

· The Human Resource Officer provides advice and assistance to supervisors and staff. This may include information on training needs and opportunities, job descriptions, performance reviews and personnel policies of the Council.

· The position coordinates the staff recruitment process.  The Human Resource Officer provides advice and support to supervisors and staff selection committees and ensures that they have accurate and timely information in order to make effective decisions.

· Failure to provide adequate advice or assistance may result in lost opportunities for staff development, poor staff morale, financial loss to staffs and a loss of credibility.

RESPONSIBILITIES
(Major responsibilities and target accomplishments expected of the position including the typical problem encountered in carrying out the responsibilities.)
Provide support to supervisors and staff to develop the skills and capabilities of staff.

Main Activities

· Ensure that accurate job descriptions are in place

· Provide advice and assistance with writing job descriptions

· Provide advice and assistance when conducting staff performance evaluations

· Identify training and development opportunities

· Organize staff training sessions, workshops and activities

· Process employee requests for outside training while complying with policies and procedures

· Provide basic counseling to staff who have performance related obstacles

· Provide advice and assistance in developing human resource plans

· Provide staff orientations

· Access funding for training and write proposals

· Monitor staff performance and attendance activities.
· Monitor daily attendance.

· Investigate and understand causes for staff absences.

· Recommend solutions to resolve chronic attendance difficulties.

· Provide basic counseling to staff who have performance related obstacles.

· Provide advice and recommendations on disciplinary actions.

· Monitor scheduled absences such as holidays or travel and coordinate actions to ensure the staff absence has been adequately covered off to ensure continuity of

· services.

· Inform affected staff or residents of unexpected absences from work and coordinate actions ensuring the continuity of services such as cancellation of events and locating keys.

· Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.

· Provide advice and assistance to supervisors on staff recruitment

· Prepare notices and advertisements for vacant staff positions.

· Schedule and organize interviews

· Participate in applicant interviews

· Conduct reference checks on possible candidates

· Prepare, develop and implement procedures and policies on staff recruitment

· Inform unsuccessful applicants

· Conduct exit interviews

· Provide information and assistance to staff, supervisors and Council on human resource and  

· work related issues.

· Develop and implement a human resources plan and personnel management policies and procedures

· Promote workplace safety.

· Provide advice and assistance to staff and management on pay and benefits systems

· Research and monitor human resource systems in other organizations within the community.

· Explain and provisions of the personnel policy.

· Explain employment standards and legislation such as workers compensation, labour standards and Fair Practice Act.

· Organize the transitional provisions of employee compensation, pay and benefits when positions are transferred or new positions are funded through contribution agreements and other special funding arrangements.

· Arrange for the repairs of computers and other office equipment and assist with organizing staff to carry out work due periods of equipment shutdowns.

· Attend Council meetings to provide information, when necessary.

· Perform other related duties as required

KNOWLEDGE, SKILLS AND ABILITIES

(The knowledge, skills and attitudes required for satisfactory job performance)

· Knowledge

· The incumbent must have proficient knowledge in the following areas:

· human resources management 

· job descriptions

· performance review methods and techniques

· staff training, development and recognition

· delegation, mentoring and coaching

              Skills
· The incumbent must demonstrate the following skills:

· supervisory skills

· team building skills

· problem solving skills

· basic counseling skills

· negotiations skills

· effective verbal and listening communications skills

· computer skills including the ability to operate spreadsheets and word processing programs at a highly proficient level

· effective written communications skills including the ability to prepare reports, proposals, policies and procedures

· effective public relations and public speaking skills

· research and program development skills

· stress management skills

· interviewing skills

· time management skills

Personal Attributes

· The incumbent must maintain confidentiality, use sound judgment and perform independently while performing the duties of the human resource officer. The incumbent must also demonstrate the following personal attributes:

· maintain standards of conduct

· be respectful

· possess cultural and political awareness and sensitivity

· be flexible

· demonstrate sound work ethics

· be consistent and fair

HR Assistant: Cytomed Middle East, , UAE 01-May-2011 till 04-May- 2013.
Job Responsibilities:

· Acting as a link between various departments and customers.

· Schedule Meetings and complete the tasks on time.

· Facilitate the effective day-to-day workflow of the company.

· Supporting company’s overall strategy.

· Receiving Incoming Correspondences

· Preparing Quotations.

· Having direct contacts with the supplier.

· Maintain Office filing.

· Staff Data Management – Keeping an up to date record of all the employees about their Passports, Visa Status, Labour Card, Health Insurance, Security  
· Instructing office Driver for collections / delivery of documents, payment, invoice & delivery notes.

· Responsible in coordinating and communicating work.

· Maintain database, general reports check mails and send prompt replies for the actions to be taken in a timely manner.

Front Office Executive: National Hospital, Kerala, India07-June-2009 till 20-Jan-2010
Job Responsibilities:

· Greet patients and agency visitors, directing all people to the appropriate locations and services in courteous, polite and helpful manner. 

· Respect and maintain privacy of agency clients, assuring client confidentiality at all times. 

· Provide efficient and professional telephone services. 

· Other duties include: Registering patients according to agency protocols, determining the financial status of patients and their eligibility for hospital services, assisting patients in correctly completing appropriate forms, and documenting all information according to hospital protocol.

Qualification & Certifications 

M.Sc. Chemistry,   August 2009, University of Calicut, Kerala, India ( Pursuing).
B.Sc Chemistry, II Language (German) April 2009, University of Calicut, India

Higher Secondary Examination (Science Group) March 2006, Kerala, India

Certifications
Post-graduation Diploma in Computer Applications February (2007), Bharath Education Foundation (Calicut)

Proficient in Office Packages (MS Word, Excel, PowerPoint)

Personal Profile
Date of Birth    
 : 21/09/1988

Gender 

 : Female

Marital Status 
 : Married

Languages Known      : English, Hindi, Malayalam, Arabic, French and German 
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