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	 Strengths

	· 4 year’s work experience in Gulf 
· 1 year worked in India (HSBC BANK) 
	

	· Prompt Grasping Power
	

	· Strongly Self-motivated
	

	· Applicable to all environment & workaholic 
	


[image: image2.emf] 


	


	MBA  Finance
Bachelor of Commerce (B.Com)  
	

	Osmania University India.
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	 HRM,                     Duct Air Conditioning & System Installation  LLC, Dubai UAE ( 3 Yrs) 2015                                                
Customer Service Executive,   HSBC PVT LTD (1 Yr)2012
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	Management / HRM
·      HRM
·      Customer Services Executive 
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	HR Executive –  Duct Air Conditioning & System Installation LLC
· Prepares Payroll Statement in SIF format, transferring salaries to the bank / Exchange as per WPS and UAE Labor Law.  
· Prepare documents and apply for new visa application visa renewal & Cancellation. 

· Preparing and Maintaining file for all staff related correspondences with respect to offer letters, appointments, salary review, promotions, increments, warnings, Certificates, etc 
·  Prepares Full & Final settlement at the time of visa completion or cancellation.
·  Keep records of visa, labor card and passport for renewal of each employee. . 
· Maintaining records and doing renewals of all vehicles Registration and Insurance. 

· Keep records and doing all types  of Insurance renewal (  Medical Insurance , Fire insurance , Marine Insurance , Product Liability , Workmen’s compensation)

· Keep records and doing all type of company License renewal (Trade license, MOFI, Civil defense, Ministry of Public work, ADWEA ).
· Maintained all relevant documentation and files for Annual ISO Audit 9001 :2008
HR Generalist – Duct Air conditioning & System Installation LLC.

· Implements human resources programs by providing human resources services, including talent acquisition, staffing, employment processing, compensation, health and welfare benefits, training and development, records management, safety and health, succession planning, employee relations and retention,  and labor relations; completing personnel transactions.

· Develops human resources solutions by collecting and analyzing information; recommending courses of action.

· Improves manager and employee performance by identifying and clarifying problems; evaluating potential solutions; implementing selected solution; coaching and counseling managers and employees.

· Completes special projects by clarifying project objective; setting timetables and schedules; conducting research; developing and organizing information; fulfilling transactions.

· Manages client expectations by communicating project status and issues; resolving concerns; analyzing time and cost issues; preparing reports.

· Prepares reports by collecting, analyzing, and summarizing data and trends.

· Protects organization's value by keeping information confidential.

· Complies with federal, state, and local legal requirements by studying existing and new legislation; anticipating legislation; enforcing adherence to requirements; advising management on needed actions.

· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

· Enhances department and organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.
HSBC Electronic Data Processing India Private Limited 

· Has been recognized as Credit Service Executive.

· Working Whole Sale Commercial Loan Department in Credits.

· Single point of contact for the Off Shore Business Clients.

· Working as a knowledge expert for the process.

HSBC Electronic Data Processing India Private Limited – September 2011 – October 2012

Team coordinator – (Mar2012- Oct2012)

· Managing a team of 6 Credit Service Executives.

· Gained exposure in three different functional areas – HBUS Credits & Account Maintenance

· Ensure Service Level Agreement with the client is met by way of streamlining Operations and working towards maximum utilization of Resources.

· Management of operational risk of the process by doing a critical survey of financial, regulatory, operational and goodwill impact of the process and taking necessary measurements.

· Working towards individual developments of the staff and motivating them to have a rewarding career with the organization.

· Preparation of necessary periodic MIS reports required by the Business area and any information required by the management on time-to-time basis.

· Worked as a supervisor for the entire credit team solving all the queries and mails by communicating with the RM’s or the business areas whichever is required.

· Distinction of being single point of contact for any procedural clarifications & cascading procedural updates (for RM’s & BA)

Notable Accomplishments……

· Successfully completed training and reached BAU ahead of Learning Curve.

· Instrumental in preparing the Training Plan for CMB Letters Team.

· Became the lead "go-to" person for new reps and particularly challenging calls as one of the company’s Asset.

· Helped company attain the highest customer service ratings (as determined by external auditors)

Projects Undertaken

· Reduced service feedback for the customer service processes by 80% - 5 months
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	· Post Graduate Diploma in Computer Application.

· Diploma in Office Automation (Word, Excel, Power point & Access), email, and other internet applications 
· Oracle Financials R12
· Citrix system
· V.I Client
· Retail Insight
· Other ERP Software
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	Nationality
                                 
	:
	Indian



	Date of Birth
	:
	March  8th  1989

	Civil Status
	:
	Married

	Languages
	:
	English, Arabic, Hindi , Urdu

	
	
	

	
	
	

	
	
	





Qualified HR Officer, and Customer Services Executive with 5 years of progressive work experience in diversified industries seeks placement in progressive organization. Possess track record in Management and HRM. Excelled in improving operational processes & procedures utilizing strong research, problem solving. Etc.





Educational Qualifications ��





Career Progression  ��








Areas of Expertise  ��








 Work Experience  ��








Other Skills  ��








Personal Details  ��
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