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Objective: Young, energetic, enthusiastic, self-motivated and committed individual with experience in human resources in renowned organization. Hardworking with a can do attitude; proficient in administration and interview techniques, Capacity to provide comprehensive support to the management and handling all essential tasks of the Company. Seeking to utilize expertise, knowledge and experience to grow self-skills as a professional.




     Core Competencies
	· Action Oriented
	· Team Work and cooperative

	· Time Management
	· Analytical & problem solving

	· Flexible

· Proficient in Microsoft (Excel, Word)
	· Strong communication & interpersonal skills

	
	


         





   Professional Experience
HR Officer 







        Jan 2012 – Jan 2014
Al Ghurair Centre (Management office) Dubai, UAE
Responsible for Recruitment and Administrative tasks for more than 450 employees of various nationalities (includes Expert, Managerial, Supervisory, Rank & File and Labour Staff)

Recruitment:
· Sourcing applicants, conducting initial interviews and to forward selected candidate to the concerned department, negotiating on offers and making possible to fill up the vacancies on or before the desired time

· Advertising and maintaining online job posting and portals

· Coordinated and negotiated with various recruitment agency for contracts and latest job vacancy

· Negotiated appointment letters/contracts for selected candidates, doing necessary applicant entries in Oracle system

· Submit applicants complete requirements for visa formalities into Marhaba system and maintain employee’s visa/labour card or passport expiry reports.

· Contributed in Annual budget planning and department organization structure planning meetings.

HR & Administrative:
· Preparation of Monthly overtime and attendance report and submitting to Payroll department for payroll processing.

· Visa Processing (amendments, cancellations, monitoring of status, renewals, 

· Including labour cards and contracts).

· Monitoring of various employee’s benefits (including but not limited to, annual leave entitlement, medical claims & workmen’s compensation insurance)

· Listening to grievances and assist implementing disciplinary procedures

· Assisted for the preparation of correspondences, review reports, confidential materials and various employee issues to ensure accuracy and efficiency

· Support the department implementing training and development programs to ensure optimal companywide performance.

· Provide response to general HR queries written or verbal.

Leasing Executive (Temporary)                                  

           Sep, 11 till Dec, 11
Al Ghurair Centre (Management office) Dubai, UAE
Assist and direct reporting to Leasing Manager. Responsible for leasing available apartment units and renewal of contracts.

· Responsible of leasing residential apartment units, show available property and negotiate with clients.

· Monitoring renewal and termination of contracts.

· Attending tenants queries and requirements received by mail, calls or direct meetings

· Dealing with Real estate agents and negotiating with them and the clients in leasing out units available.

· Prepare weekly/monthly lease reports, maintained and update inventory in the system on daily bases by category (apartments, size, view, facilities etc).

Procurement Administrator (Temporary)                       


Jul, 11 till Sep, 11
Al Ghurair Centre (Management office) Dubai, UAE
· Attending customers and clients, receive email and faxes and forwarding it to concerned individual 

· Maintaining records and file system of the department

· Assisting in Administrative tasks like inter office memos, comparative statements, organizing deliveries etc

· Preparing monthly attendance and forward to HR department with relevant documents


Property Consultant & Administration/HR
                     August 2014 – Till Date
Ajwa Real Estate Brokers Dubai, UAE
Assist and direct reporting to Company Director, managing and supporting daily operational and sales & marketing functions. 

· Liaising with clients in order to accommodate their rental/sales requirements until their desired property is found


· Knowledge and worked for most Freehold & Leasehold Areas of Dubai like Downtown/Old town, Dubai Marina, JLT, Springs, Green Community etc.

· Currently Focusing Local hold Areas Like Jumeirah, Umm Suqeim.

· Maintained clients/customers master and their daily inquires/call log in the system.

· Hands on with CRM system to maintain all records, Updated landlords and clients information.

· Responsible for the preparation of weekly & monthly sales reports and obtaining reports of individual sales staff.

· Responsible for job postings and maintain online postings.

· Support the department in day to day administrative or HR requirements.

Education 
BBA – Szabist University, Dubai UAE (two semesters)

Intermediate (FBISE board, Abu Dhabi, UAE)
Seminars/Training Attendant:
LinkedIn Recruiter – October 2013 

HR Seminars (HR Summit and Expo) 2013
Language:  
English: - Fluent written and spoken

Urdu   : - Fluent written and spoken

Personal Information:
Date of birth      :  03-06-1990

Marital Status    :  Single



