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Career Objective :
To pursue a growth oriented career in HR with a progressive company that provides a scope to apply my knowledge and skills that would help me contribute my best to the organization.
Strengths:
· Positive attitude in all circumstances 

· Self motivated and goal oriented

· Ability to work under stress 

Educational Qualification:
· B. Com (Bachelor Of Commerce) from Gujarat University, Ahmedabad in 2004.

ORGANIZATIONAL  EXPERIENCE :  +5 years experience in HR and Administration
Westzone Group LLC. Dubai - HR Executive from August, 2012 till January 2015
· Provide comprehensive HR support in areas of recruitment, remuneration, job evaluation, performance management and employee relations by taking into consideration of the inherent business culture and labor law requirements
· Provide HR business support and policy advice to business heads and line managers. This includes handling employee relations 
· Responsible for the employee database which has highly confidential salary information
· Responsible for payroll activities including salary fixation as per the Grade, commission, promotions etc
· Proficient in WPS 
· Responsible for all Recruitment activities
· Responsible to arrange Food Hygiene Training for all the employees.
· Responsible for formulating the Policies & Procedures as per UAE Labour Law
· Monitor, maintain and report on the staff attendance.
· Calculate and prepare EOS settlements and HR letters to staff.
· Track and monitor staff leave, maintain accurate records. 
· Administer HR related documentation, such as producing offer letters, contracts of employment, NOC etc.
· Maintain the HR database ensuring this is up-to-date and accurate
· Assist with and keep track of recruitment activities.
· Assist the HR Manager with any other HR related activities.
IBERIS IN Corporation (HR Management Consultancy) - India
Worked in IBERIS In Corporation as a Campus Recruitment Manager from Dec, 2010 to Nov, 2011.


ICA InfoTech (P) Ltd. - India
Worked as a Regional Placement Officer cum Administrator – Gujarat with ICA Info Tech Pvt. Ltd. from May, 2007 to Nov, 2010.
ICICI BANK. (Personal Loan Department)

Worked as a Sales Coordinator with ICICI Bank Personal Loan Department from Dec, 2006 to April, 2007.
IT Skills :

Operating Systems: MS Office, Familiar with Windows Environment & Internet.
Non Technical Skills 

- Pleasing personality with interpersonal skills. 
- Good analytical and presentation skills in Business Development 
- A good team leader with team management skills 
- Like to work in competition and emerge winner.

PERSONAL DETAILS

Date Of Birth

:

20th Feb, 1984
Sex


:

Female
Marital Status

:

Married 
