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· Ability to prioritize and multi-task in a fast paced, changing environment.

· Accomplished work requirements by scheduling, orienting, training, assigning, scheduling, and coaching employees.
· Always met work standards by complying organizational policies and procedures and following productivity, quality, and customer-service standards; and identifying work process improvements.
· Demonstrated willingness to be flexible and adaptable to changing priorities. 

· Highly successful in completing the assigned tasks proactively within the constraints of time cost and scope.
· Experienced dynamic service professional in various working environments with minimal supervision.
Work Experience
OOREDOO Group (Consultant), Doha 

People Dynamics


Recruitment and On-Boarding Officer 



                               (Sep 2013 – Present)
· Estimates cost and budget for the department and make sure requisition is available for the positions to hire and onboard the candidates within the stipulated time.

· Attracts applicants by placing job advertisement using career website (Sniper hire recruitment system), newsgroups, job sites based on the requirements provided by the hiring manager and accountable for Sourcing, Pre-Screen and Shortlisting so that we get high quality /best talent staff required for the position.
· Work closely with Government affairs department for the visa requests and approvals and efficiently provide the candidates/ employees on the process of Business visa/Work visa, Residence permit, Family visa with the attestation / legalisation/ apostils.
· Organizes interviews by coordinating schedules; arranges travel, accommodation and guiding applicant to interviews and thus ensuring that the candidate have the best interview experience.

· Finalises the candidates by conducting interviews and offer negotiations . 
· Initiating the background verification and assessment for the candidates

· Preparation of file for final hiring approvals. 

· Monitor the progress of selected candidates & maintain healthy relationship by addressing their concerns and providing solutions in the process of recruitment and onboarding.
· Ensuring that the new joiners start functioning within the required time frame.
· Arranging the work requirements for the candidate and providing the information to appropriate departments to acquire office logistics. 
· Produce weekly schedules with hiring manager to monitor progress vs. Plan for the new joiners.
· Preparing the employment contract, salary certificate, employment certificate and HR On-boarding Checklist for each new hire to ensure all forms and due diligence have been completed. 
· Accomplishes new employee relocation by determining new employee requirements; negotiating with shipment companies; arranging temporary housing and providing community introductions. 
· Develop HR induction schedules and leading it on the initial day of the on-boarded employees.
· Act as a liaison among managers and mentors to assist with the meeting schedule and departmental orientation and thus Maintaining communication throughout internally and excelled in cross functional relationships.
· Assisting and ensuring all the new employees receive their own business logistics.
· Process requests using oracle system and created requisitions and Maintaining standard reports and create ad hoc reports as required 

· Monitoring department budget, and processing of payments.
· Submitted monthly reports detailing cost, monitoring expenses, and spent value to HR.
· Archiving relevant documents in the repository and socialise the location as needed.

QATAR AIRWAYS,

Cabin Crew Department   

Recruitment Assistant 


                     



        (Sep 2011– Sep 2012)
· Reviewed the weekly and monthly multitask reports for anomalies.

· Arranged for presentation equipment, booked facility and circulated agenda to facilitate project meetings in HR. 

· Setting up and maintaining employee’s personnel files.
· Answering phone calls, dealing with enquiries and provide general information to job applicants regarding HR procedures.

· Preparing and issuing employment contracts to new employees.

· Informing the candidates regarding their pre joining formalities like employment visa, medical and mobilization dates etc.

· Handling the complete paperwork for the new joining cabin crew.
· Organising induction ceremonies and training for new staff.

· Setting up and maintaining employee’s personnel files.

· Updating both manual and electronic personnel records when an employee’s personal details change and making sure that all employee records are accurate and well maintained.

· Involved in the performance review of the cabin crew.

· Assisting with the recruitment and selection process.

· Updating details through HRMS. 

· Filing, archiving, photocopying, scanning and faxing documents.

· Analyzing the Human Resource requirement for different functions in coordination with the functional managers and sourcing profiles as per the requirement.

· Helping the new joiners understand the policies and procedures and helping them to settle   down in the company.        

· Receiving the passport of the cabin crew and forwarding it to the PR department for visa processing.

· Compiling the following data about employee’s payroll, hours worked timesheets and related documents.
PRATHIBHA COLLEGE                    






(Apr 2007 – Jan 2009)
Administrative Officer
· Preparing quotations for our corporate clients and priority clients.  

· Prepare & Maintain Task Register & Task Report.
· Record Keeping of Secure Room and offices confidential files.

· Draft & Types Various Memos, Circulars, Letters, as well maintain the confidentiality of Reports & Documents

· Establish the administrative work procedures for tracking daily tasks of unit staff.

· Coordinate and interface with the team. Facilitate activity meetings on a regular basis.

· Responding effectively and quickly to students’ needs and issues.

· Maintains a safe, clean and respectful work environment.

· Coordinated daily office administrative activities. 

· Performed computer operation and filing tasks. 

· Monitored activities of the Administration section to ensure smooth functioning. 

· Maintained staff’s attendance, leave records and time records.
                                                                             Education 
             2007 – 2009 : Master of Arts in English Literature, Little Flower College, Calicut University     


 Skills and Achievements
· Gold Medalist for being the Top Scorer.

· Best Outgoing Student Award during post graduation.

· Top Graduate Student Award.

· Effective Communication, presentation and customer service skills.

· Established and improved client communication maintained ongoing relationships. 

· Excellent organizational skills, strong work ethics and ability to work autonomously.                                  



Personal Information
Date of Birth

: 30-March-1985                                       Marital Status          : Married
Sex

           
: Female
                                                      Languages Known   : English, Malayalam, Hindi, Arabic (B)


Nishitha Usman

