

ROSE 

Ajman, UAE

Curriculum Vitae
| Qualified MBE | HR Executive – 12 years experience (UAE – 6 Years) |     
[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



                                                          

Objective:

A Qualified MBE (Master of Business Economics) having 12 years of work experience mainly in HR and Administration, seeking a position where my strong HR/ administrative background and my ability to execute a variety of projects simultaneously will be utilized
Academic Profile:

Graduated with Masters Degree in Business Economics - First Class - Ethiraj College for Women – Chennai 2003 Pass out

Graduated with Bachelor of Arts (B.A.) degree in Economics - Ethiraj College for Women – Chennai 2001 Pass out
Work Experience:

	Profession
	Organization
	Duration
	Total Experience

	HR Executive
	
	June 2013 – May 2016
	3 years

	Executive - HR/Administration
	VM Marine International/VM Services Ltd – Ajman - UAE
	May 2012 - April 2013
	1 year

	HR Assistant
	Tafseer Contracting Company LLC, Abu Dhabi, UAE
	Sept 2009-Oct 2011
	2 Years

	Administrative Secretary – Product Development Division
	CADS Software India Pvt. Ltd.  Chennai
	May 2006 – Aug 2009
	3years 3 months

	Application Engineer
	Slash Support Pvt. Ltd. Chennai
	Sep 2004 – Dec 2005
	1 year 3 months

	Marketing/Customer Support executive
	Sutherland Global Service Pvt. Ltd. Chennai
	Jan 2004 – Aug 2004
	8 Months


Technical Skills: MS Office 2007 & 2008/ MS Access 2007 / MS Project 2007
COMPANY –, SHARJAH, UAE

TITLE - 
EXECUTIVE - HR 

ROLLS 

· In charge of recruitment for UAE and other branch offices. 
· Job advertisement

· Conducting Interviews & tests
· Shortlisting

· Finalizing / Negotiations of salary

· Joining formalities

· Visa Processing 

· Induction Program
· Preparing monthly payroll.

· Coordinating with PRO for employment visa processing, cancellation, ID and emirates card processing and other Government related activities. 
· Managing centralized attendance biometric system and payroll.

· Preparing & Maintaining company's HR Master Datasheet. 

· Taking care of Medical Insurance of staff and also has knowledge on fleet Insurance.
· Reviewing, evaluating and submitting staff performance report to the higher Management.  
· Planning/Proposing and executing all HR general activities to the Management. 
· Taking care of staff vacation, sick/emergency leave details and processing settlement.
· Maintaining employee’s files, records, contracts and other company/HR related documents. 

· Arranging for all required documents for processing visas for the staff travelling on Business trip. 

· Checking/Verifying all bills submitted to HR and forwarding to Finance department.

· Preparing HR documents like Contracts, office memos, letters etc.

· Completing exit formalities for staff leaving company and conducting exit interviews.
COMPANY - VM MARINE INTERNATIONAL LIMITED/ VM SERVICES, AJMAN, UAE

TITLE - 
EXECUTIVE - HR/ADMINISTRATION 

ROLLS 

· Maintain company's HR Muster data sheet. 

· Planning/Proposing and executing all HR general activities within the HR budget
· Maintain HR budget sheet and monitor the same.

· Preparing HR documents like Contracts, memos, letters, Finance proposals etc.

· Arranging for all required documents for processing visas for the staff travelling on Business trip. 

· Booking tickets for all Business travels and for staff proceeding on vacations.

· Checking monthly attendance reports and submitting the same to the Management.

· Arranging all requirement for new recruits

· Assisting HR Supervisor in monthly payroll 

· Maintain all the company's asset details for yearly renewals and maintenance (office flat, Staff accommodation and warehouse).

· Maintaining all HR files

· Processing the business request form and forwarding the details to Finance department

· Checking/Verifying all bills submitted to HR department and forwarding to Finance department 

· Details of monthly expenses of FEWA, salik etc to be sent to Finance Department for payment.
· In charge of all General Admin work 

COMPANY - TAFSEER CONTRACTING COMPANY LLC, ABU DHABI, UAE 

TITLE - 
HR ASSISTANT

ROLLS 

· Manpower Planning for the site

· Recruitment: Arranging interviews, preparing offer letters, updating the recruitment database. Induction to new recruits and making joining formalities

· Coordinating with the all 20+ sites for daily attendance and preparing daily manpower report

· Create and Maintain the database of  vacation details of employees and giving details for the payroll department for salary processing

· Booking tickets for the employees going on vacation, business trips etc 

· Checking supplier’s invoice and site timesheet and processing the and suppliers/subcontractors

· Coordinating for ‘ok to board and visa submission at the airport for recruitment from outside UAE

· Preparing memos, circulars, notification and all other internal and external communication

· Comparing the employee camp and site report and submitting final statement to the management. 

· Meeting the manpower requirement of sites on time by coordinating between site 

COMPANY -  CADS SOFTWARE INDIA PVT. LTD.  CHENNAI

TITLE - 
ADMINISTRATIVE SECRETARY

ROLLS 

· Developed database and linked filing system to maintain accurate and up-to-date employee records 
· Train new employees, front desk and Coordinate the induction program

· Maintaining the Leave and attendance records

· Conducting team building exercise and team outings
· Assisting HR in recruitment process/ campus interviews (Large Scale), giving Advertisement in news papers for recruitment and creating AGM report
· Sourcing resume from job portal (Naukri) and scheduling Interviews for technical division
· Maintaining HRMS Software
· Sending payroll details to Accounts every month with the OT and other calculations 
· Processing Visa for Business and work permit (UK, US and Schengen)

· Arranging Confirmation and appraisal review for the staff

· Assisting staff in insurance Policy Provided by company (claim, hospitalization etc)

· Responsible for sourcing and purchase of office equipment 
· Handled confidential executive level correspondence

· Set agenda’s and minute of the meeting for all departmental and organize meetings

· Managed the department budget and performed general accounting functions

· Maintained client files & responsible for the maintenance of office supplies and office equipment

· Managed the internal and external mail for the Management team

· Designed and implemented administrative procedures in office.

· Maintaining the General time booking and Admin time booking in MS Office Project 2003 for entire division

COMPANY -  SLASH SUPPORT PVT LTD

TITLE - 
APPLICATION ENGINEER

ROLLS 
· Directed and helped the US customer to subscribe for real player

· Assist customer in checking their account status and to explain other REAL products

· Explaining the benefits and other offers

COMPANY - SUTHERLAND GLOBAL SERVICE PVT. LTD

TITLE - 
MARKETING/CUSTOMER SUPPORT
ROLLS 

· Selling Postage Machine to US customer

· Meeting the target

PERSONAL DETAILS:
	Name
	Rose 

	Date of Birth
	25– 04 – 1980 (DD-MM-YYYY)

	Nationality
	Indian

	Sex
	Female

	Marital Status
	Married 

	Languages

Visa Status
	English, Hindi and Tamil 
Husband Sponsored Visa 


	Personal Attributes


	· Committed 
· Time management 

· Excellent communication skills both oral and written



Declaration:

I hereby declare the above information given by me is true to the best of my knowledge and belief.

Place
:   AJMAN, UAE






Yours Truthfully,

Date
:   28-05-2016




                                        (Rose)

ROSE


CV No: 1742292
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