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 JISHA 
Career Objective: To work in an organization in the field of Human Resources that provides intellectual growth and professional competence.

	Work Experience:                                                                                                  


Worked in Abu Dhabi (UAE) from 26th Dec-10 till 10 April 2013.
Work Profile

HR  and Admin Related

· Arranging candidate interview for any of the SM’s and with Head of Retail Sales and completion of related formalities with the candidate and HR Head office.

· Follow ups on issues related to the medical papers, visa stamping, and salary issues.

· Follow up with the managers and ASM’s related to the confirmation and signing off the termination letters.

· Handling the queries from the new staff.

· Follow up with HR-AUH & HR-DUBAI for the pending cases from locally and overseas hired.
 Bancassurance
· Policy & System Checks are followed as per the Guidelines of Compliance before processing all the Bancassurance Applications.
· To Follow the Internal Policies & Procedures in place as per Group Compliance in order to protect bank’s Risk at the time of processing of the entire Customer’s Bancassurance Applications.
·  Identify the discrepancies from all Bancassurance Applications & returning the same to the ASMs, Sales Managers for the rectification. Ensure that required documents for all Bancassurance & cross sell products.
· Ensure that all daily required MIS & Reports are prepared and available to the Head of Retail Sales and for the entire DSF – Abu Dhabi & Al Ain unit on timely basis.
·  Responsible for maintaining the Daily Application trackers as per the requirements for all the Retail products.
· Handle and resolve customer complains as per bank policy and procedures.
· To assist Internal customers (New Candidates) (RBEs, ASM’s) to resolve their Admin, Customer Service & HR related issues.

Account Opening (Payroll priority & Company Accounts)
· Updating the tracker.
· Checking the opened A/C’s in Finnacle (internal products software).

· Checking of the new A/c’s, as & when RBE’s submit the forms.

· Marking the discrepancies, correcting the same.

· Updating the daily submissions in the AUH-TEMPLATES.

· Prepare the Daily Main MIS, which is sent everyday to all the Managers, ASM’s & to all the   processors.

· Follow up with the ASMs/ RMs for resolving the discrepancies & resubmit the same to ARC for further processing
1. Worked with I-PROCESS (A subsidiary to ICICI BANK), Delhi, from July 2009-Feb 2010 as a management trainee, HR Executive under CRM, work profile: Exit Procedure of the employees who are working with ICICI. (For client resources).

Work Profile:

· Exit procedure of the employees working with ICICI Bank.

· Preparing MIS

· Worked as Tele-caller for Recovery amount from the employees.
2. Worked with State Institute of Health and Family Welfare Organization, JAIPUR (INDIA) from April 2009- June 2009, as a Research Officer and Project officer.

Work Profile
· Research on papers or project handled by State Govt.

· Visit training centre’s and guide the trainers set by state govt.at different places for the set projects.

Internships
1. Worked with Karrox Technology as a HR Trainee during Internship of Masters in Personal              Management. (MPM).(For 2 months) 

Work Profile
· Study of Recruitment & Selection Procedure.
· Screening of the candidates & conducting interviews.
· Preparing Questionnaires for the candidates.
2. Worked with Hindustan Times, Jaipur as a trainee during the Internship of Mass    Communication (Bachelors Degree).
	Educational Qualifications:


Academics:
· 2007-2009, M.P.M (MBA in HR) from Sinhgad Institute of Management, Pune.

· 2007-2009, Post Graduate Diploma in Management (Marketing) from Sinhgad Business School, Pune.

· 2002-2005: Graduated with B.A.COMMUNICATIVE ENGLISH from C.M.S. College, Kottayam, M.G.UNIVERSITY, Kerala.
· 2001-2002: Completed H.S.C. (Commerce Stream) from D.A.V. Cent. Public School, Jaipur, Rajasthan
· 1999-2000: Completed S.S.C. from  D.A.V.Cent Public School, Jaipur, Rajasthan

Others: Computer literacy.

CFS COURSE from NIIT, JAIPUR (Common Foundation Semester), includes MS Office & Internet.
Achievements

· Awarded Emirates NBD best performer award 1st Quarter 2012 in Back Office  

       Category (DSF -AUH).
· Awarded Emirates NBD best performer award 3rd Quarter 2011 in Back Office  

       Category (DSF -AUH).
Interests:
· Hobbies: Dancing, painting and cooking
· Extra curricular activities: Participated in many dance and debate competition at school level and college level.
· Participated in seminars 

Training Attended:

· Attended the Dale Carnegie Personality Development Training Programme.
	Personal Details:


· Date of Birth:                   July 9, 1984.
· Sex:                                    Female
· Marital Status:                 Married
· Nationality:                       Indian
· Languages known:         English, Hindi, Malayalam.

· Visa Status:                       Residency Visa (Husband Visa). 
	Contact Details:


I declare that all the details furnished above are true to the best of my knowledge
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