AYESHA 

HR/Administration & PR - Professional                           (Key Skills: HR/Administration/PR/secretarial and Management)  
Intend to build a challenging career in HR/Administration management with a progressive organization, which will help me to explore myself fully towards Management and to work as a key player in a challenging  and creative environment, to involve as a part of the team that dynamically work towards the growth of the organization. 
Career Snapshot

Innovative, strategic and goal-driven professional with 6 years of progressive success in HR/Administration / PR and all aspects of management level.

Work Scan

AUG 2012 – Jan 2016
 

            BETEC CAD INDUSTRIES FZC
                                   HR/ADMIN/PR - OFFICER
Key Result Areas
· Arranging Medical and Employment, Visit, Transits Visa and Labor Card, Handling all administrative works like visa processing, organizing travel schedule, visa stamping, Medical and all other statutory requirements.

· Compiles and maintain records systematically of personnel details, such as passport, visa expiry, May participate in resolving labor relations issues.

· Operating, updating and maintaining all data on HR Software.

· Maintaining and arranging company accommodation for employees and guests.

· Update Trade License, Chamber of Commerce, Immigration Card and Tenancy Contracts as required.
· Dealing with Labor Authorities, Immigration Authorities, Municipality, Court, Police Authority, and all Government departments in a professional manner as and when required.

· Making travel arrangements for all employees and visitors.

· Bank related works account openings and other bank related works. 

· Recording and maintaining appointments for meetings, coordinating with clients and staff for the same.

· Preparing minutes of meeting and circulating the same for implementation in the daily works.

· Responsible for issues pertaining to license and other governmental documents. 

· Supervise and coordinate activities of staff, housekeeping activities, assets management etc.

· Processing of utility bills payment (Etisalat, DU, DHL, Travel agents, etc.,) for Executive Management, staff accommodation, office buildings etc.

· Coordinate for collections and preparation of operating reports, Sales Report, Production Reports, time-and-attendance reports, GPS Reports, terminations, new hires, transfers, budget expenditures, and records of performance data.

· Prepare reports including conclusions and recommendations for solution of administrative problems.

· Managing all HR Records and HR filing systems.

· Sourcing Candidates by different job portals and screening, interviewing, testing applicants, notifying existing staff of internal opportunities, conduct orientation of new employees, plan training programs.
· Administers staff and workmen’s advance request, leave request, medical insurance, notifying employees for application approvals.

· Monitor the administration of employee benefit programs such as (Group Life Medical insurance, Employers liability Insurance, Workmen compensation Insurance Policy, etc.) in-line with company policies and processes.

· Monitoring and tracking vacations, transportations, movement of staff, attendance.

· Participating in various seminars, Training sessions and workshops for organizational growth.

· Implementing the HR Policies compiling with Freezone and UAE Laws.

· Interacting with different departments for preparing their business tours, business exhibitions and business fairs Etc.

· Responsible for updating the works assigned by the high level management.
JUN 2011 – JUL 2012

                               TAKSHEEL SOLUTIONS LIMITED
         
                        HR-ASST/ RECRUITER 
Key Result Areas
· Interacting with Head of the departments and getting new requirements.

· Determines requirements by studying job descriptions and posting it on the different job portals.

· Sourcing resumes from different portals like Naukri, India placement, monster, Etc.
· Worked on different technologies like Java developers, Dot net Developers, Telecom Sales Executives, Sales Head, Project Manager, BDM, and HR Administrators.

· Effectively recruited candidates through Internet research, internal database, cold calling, referrals, networking, and other strategies.

· Participated in Recruitment Drive for the BPO process for other branch.

· Coordinating with the Candidates, HR Interviewers to schedule Direct or Telephonic Interviews for Short listed Candidates according to the requirement.

· Initial phone screening, submitting daily, weekly reports to HR Manager. 

· Maintaining database of candidates interviewed and enhancing it for future requirements.

· Involved in the entire recruitment process & locating suitable candidates for different positions across different department.

· Responsible for other HR related duties as assigned by the HR-Manager, participate in weekly group meeting and discussing recruitment status and issues.

NOV 2010 – MAY 2011
                         
               SPARC TECHNOLOGIES                                            CONTACT CENTER - ASSOCIATE
Key Result Areas
· Generate leads and schedule appointments for sales staff to meet prospective customers.

· Answer calls professionally, respond to customer inquiries.

· Provide customers with product and service information, complete call logs, produce call reports.

· Respond to the queries, obtain maximum information of the company, obtain possible customer leads and make online registrations successfully.

· Data entry and maintenance of potential customer’s data base on CRM.

· Follow up on initial contacts obtain contact details of potential customers from different sources including telephone directories and from different search engines like Google, yahoo, Just Dial, Sulekha Etc.
FEB 2010 – OCT 2010
                       
                  SHAMWAI GROUPS


    FRONT OFFICE CUM TELESALES 
Key Result Areas
· Receiving calls and attending the people coming into office with high etiquettes.

· Attending phone calls and transferring to the respective person. 

· Maintaining proper checklist related to housekeeping activities to ensure upkeep of facility.

· To handle all general administrative function at receptionist i.e. payment of telephone, maintenance, courier services, stationery bills.

· Responsible for various other new activities assigned by management time to time as per need.
DEC 2008 – FEB 2010                          SINAR JERNIH PVT LTD IN RAJIV GANDHI INTERNATIONAL AIR PORT
            HR – ASST. 
Key Result Areas
· Mainly responsible for assisting the HR Manager and HR department of the organization.

· Handle all the daily operations of the HR department like: preparing reports, providing them to the HR Manager, all clerical work, etc.

· Maintaining the employee’s attendance record and forwarding the same to the HO on a monthly basis.

· Responsible for completing on board formalities for the new joiners.

· Responsible for maintaining the documents submitted by the new joiners and courier to HO.

· Conduct initial round of interviews, shortlist candidates and give the feedback of the candidates to HR-Manager for the other round with HR-Manager. 

· Arranging training programs for the New Joiners.

· Maintaining database of employees, their records like leaves, payroll etc.

· Attending meetings with the HR Manager, Scheduling meetings and appointments.

· Maintained good communication with the employees.

· Responsible for the renewing and updating the entry passes as per levels.

· Responsible for Holiday pay calculations, Overtime, Payroll Leaves & Joiners, Statutory sick pay.

· Handling issues and inquires in unavailability of HR Manager. Interacting and conveying information to employees, department heads, and job applicants.
Educational Credentials

Master’s Degree (Persuading)
HR Specialization from Sikkim Manipal University, India, 2016.

Bachelor’s Degree

B.Com Specialization from Indira Gandhi National Open University, India, 2013.
Intermediate (12th) (Board of Intermediate Education)
Bi.P.C (Science) Specialization from Princess Durru Shewar College, India, 2007.
S.S.C (10th) (Secondary School Certificate)

Hyderabad Sainik School, India, 2003.
Special Skills and Competencies
· Operating Systems : Windows 95-2003, XP, Vista, Windows 10 and MS Office Suite all levels.
· Proficiency in Ms Office. 

· Effectual communicator verbally as well as through writing skills.
· Vocational From Madina Voc Jr College in M.L.T Stream in 2008.
                                                                                                                                                                                                            Areas of Interest
· Attending the Management related workshops, seminars to utilize all aspect of knowledge for professional growth. 

· Human Resource Planning, Recruitment, Selection, Training, Motivating and Development.
· Soft Music listener.
· Reading Books.
Strength
· Good Communication Skills.
· Self Confident.
· Self Motivator.
Personal Dossier

Gender


:
Female

Date of Birth

:
16/10/1987
Marital Status

:
Single 

Languages Known
:
English, Hindi, Arabic, Urdu and Telugu 
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A keen planner, strategist and implementer with proven success in devising & keep the standard up to the mark.


Adopt in handling personnel Visa Process, files management and departmental functions.


Effectively balance employee needs with company policy. Multi-tasking capabilities in a deadline driven environment.


Strong strategic and analytical capabilities combined with ability to identify problem, analyze possible solutions and determine best course of action.


Efficient in oral/written communication skills. 


Work equally well one-on-one or in team settings. 


Competent to manage time well; work with ease under pressure and minimal supervision.


Punctual, hardworking with positive attitude and eager to learn more.








