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FINANACE/Human resource professional


OBJECTIVE:

To be creative in the organization and give best ability to the management & towards Organization growth and make sound decision based on facts and solid judgments. Understand the business needs to ensure customer satisfaction and to encourage continued relationship, and help identify opportunities and ensure ongoing services fit the organizational business strategy.

SKILLS

· Excellent communication skills both oral & written.

· Strong communication in English & speaks fluently in Hindi, Urdu & Kashmiri language.
· Ability to take initiative and shoulder Responsibility.
· Have the knack of getting work done by subordinates.
· Possess ability to get along well with people from different walks of life.
· Ability to produce results under unsupervised conditions in a timely manner
· Good Interpersonal skills and Quick Learner.
PROFILE:
· Dynamic professional M.B.A. and experience of more than 2 Years across Finance and Operations.
· Seasoned professional, with planning, execution, monitoring and resource balancing skills and ability to handle multiple functions and activities in high pressure environments with tight deadlines.
· Familiar with all aspects of daily administrative operations including Booking & Delivering Records, Store Management & Basic Banking and tracking necessary records.
· Process the competence to complete the work assigned with poise under all circumstances using a combination of creative, organizational and presentation skills.
· Highly effective communicator with an extensive knowledge base and exceptional talent for problem solving through analytical thought processes, as well as the ability to build and lead effective teams.
· Dedicated individual with a reputation for consistently going beyond what is required and using personal high standards to achieve results.

Core Skill Set

( Finance ( MIS/Verifications/Reports 

EMPLOYMENT HISTORY

RASASI  Perfumes Industry





   May  2015 – Till Date

Sales –Sales Associate – (Dubai)
Key Responsibilities:
· Reporting to the Sales Area Manager.
· Contacting local companies, gaining an understanding of their business and offering financial products that match their needs.
· Maintaining the records of Products and updating new products on daily basis.
· Analyze competitive product offerings in terms of features and benefits as well as price points.
· Giving post sales service to customers and maintaining rich relationship with them.
· Serve as a resource for scripting and objection handling related to the sales process.
· Building Client base through developing and maintaining effective relationship.
· Using a consultative approach to identify new client and business opportunities with potential and existing clients.

HDFC Bank Ltd




   



   Mar 2013 – Mar 2015 HR Executive - (Gurgaon)
Key Responsibilities:

· Dealing with redundancies, gross misconduct, maternity leave issues

· Assisting in the short listing of suitable candidates from applications.

· Dealing and advising on disciplinary and grievance procedures. 

· Developing & improving existing HR procedures and processes. 

· Making sure that any promotions, transfers and pay rises take effect as planned. 

· Assisting in the set up and maintenance of client & candidate databases. Conducting inductions for new employees.

· Providing employment references for past employees. 

· Organizing and arranging interviews for candidates.

· Writing the terms of employment & contracts for new employees. Conducting interview with job applicants, asking relevant questions.

· Writing job specifications and designing job adverts. Deciding which online job sites & newspapers to advertise jobs in.

· Conducting pre-employment checks on job applicants i.e. references, medical approval, academic etc.

professional and academic qualifications

· Master in Business Administration from DR. IT Institute of Management studies, 2011-13 affiliated to Punjab Technical University, Jalandhar with specialization in Finance and Human Resource.
· Bachelor of Commerce (B.Com), 2008-11 from Kashmir University, J & K
· Higher Secondary Education, 2007-08, Girl High Sec School, Kashmir, J & K
· High School Education, 2005-06, St. Joseph’s School, Kashmir, J & K
INTERNSHIP

Title

:
Human Resource – Talent & Acquisition
Organization
:
HDFC Bank Ltd.
Duration
:
June’12-Aug’12
Role

:
HR Operation 
Functional Area
:
Human Resource
Trainings / seminars

· Seminar Attended on “Creating Value through Collaboration” on 1st June 2011.
· Seminar Attended on “Globalization of Industry-Changes & Challenges for Organizational Culture & Work Ethics” on 30th August 2011.
· Five Days workshop Attended on “Retail Management”
other information

Date of Birth
:
 04th March 1988
Languages
:
 English, Hindi, Urdu & Arabic 
Marital Status
:
Single

Nationality
:
Indian.[image: image2.png]
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