Hussain
SUMMARY
Passionate and hardworking individual with hands-on experience in HR and Marketing.
Am seeking a solid career foundation in any industry to share knowledge and skills, in any progressive and relevant field. I work tirelessly with determination, along with my great problem solving abilities and a need to succeed and can achieve results where others have failed. 
ACADEMIC QUALIFICATIONS
· Bachelors of Business Administration (BBA) from University of Wollongong in Dubai (UOWD) – 4 Year Degree Course
· Grade XII (CBSE) – Abu Dhabi Indian School, Abu Dhabi, UAE
· Grade X (CBSE) – Our Own English High School (OOEHS), Abu Dhabi, UAE
STRENGTHS & PROFEESIONAL SKILLS

· Strong will and desire to excel and succeed.
· Aim to change according to the ever changing requirements of today’s business environment.

· Excellent communication & correspondence skills with ability to present information clearly and accurately.

· Aptitude and ability to understand and grasp things quickly.
· Pleasant & cheerful nature.
· Self-motivated, eager to learn and acquire new knowledge.
· Easily adaptable to any working environment. 

· Maintain positive attitude in the face of changes in work assignments.

· Good team player with coordination skills.
· Ability to work under pressure.
· Computer literate - well versed in Internet and Email services

· Well versed in Microsoft Office Suite – MS Word, Excel, PowerPoint

· Strong Inter-personal & organizational skills

· Ability to take new initiatives & work as a team player

WORK EXPERIENCE

· Worked at – Abu Dhabi, UAE
 (July 2014 – Aug 2015)
Designation: HR Assistant
Building materials retailers and wholesalers in the UAE headquartered in Dubai. Worked as a HR Assistant with main focus on recruitment process, training and administration.
Job Responsibilities

1. Recruitment
· Resourcing, screening and short listing resumes through various job portals.

· Short listing the resumes based on the job requirement.

· Conducting telephone and Personal interviews with the HR Manager & Department heads.

· Preparing offer letter, employment contract and job descriptions, completing joining Formalities and documentation.

        2. Training & Development
· Identification of training needs and nominating candidates for training.

· Coordinating with the External Trainers regarding the Training schedule.

· Scheduling the Training Program & collecting the Feedback.

· Issuing training certificates after completion of the training.

· Evaluation of the employees post training program.

         3. HR Administration
· Maintaining employee’s personal files and records.

· Tracking attendance, maintaining leave records, issue letters, etc.

· Preparation of full and final settlement.

· Generation of Experience Letters, Relieving Letters.

· Preparing various letters like offer letter, appointment letter, confirmation letter, increment letter, transfer letter, Absenteeism notice, warning letter, showcase notice, experience/service certificate, relieving letter, etc.

· Worked at LULU INTERNATIONAL EXCHANGE – Abu Dhabi, UAE
(July 2013 – June 2014)
Designation: Business Development Executive
One of the leading financial services provider primarily dealing in Foreign Exchange and Remittance globally. Worked as a Business Development Executive in the WPS (Wage Protection System) department, directly reporting to the Area Manager. Position mainly demanded creating an awareness of the WPS in the region by marketing the services provided and in turn bring in more and more business for the company.

Job Responsibilities 
1. Spearheading sales and marketing of the products in the region assigned.
2. Monitoring sales growth and market response towards the products, keeping in mind the changing market demand.
3. Responsible for sourcing and developing new clients for company around the region.
4. Managing and developing relationships with the clients by providing them the best of the service.
· Worked at Radwan Building Materials Co. – Dubai, UAE
(June 2011 – June 2013)
Designation: Purchasing Officer
Building Materials and Hardware wholesalers/retailers in the UAE, headquartered in Dubai. Worked as a Purchasing officer with main focus on cutting down purchase cost of materials, alongside generating material requisitions / local purchase orders and quotations as per requirements.
Job Responsibilities 
1. Process purchase requisitions / orders within purchasing authority.
2. Invite, assess, and award/recommend supplier tenders, bids, quotations, and proposals.
3. Establish and negotiate contract terms and conditions, and maintain supplier relationships.
4. Prepare and maintain purchasing records, reports and price lists.
5. Work with internal and external stakeholders to determine procurement needs, quality, and delivery requirements.
6. Administer contract performance, including delivery, receipt, warranty, damages and insurance
7. Develop and maintain constructive and cooperative working relationships with colleagues and management
PERSONAL TRAITS

Date of Birth 


: 2nd October 1989
Nationality    


: Indian
UAE Driving License

: Yes (Light Vehicle)
Marital Status 


: Single
Languages known 

: English, Hindi, Urdu, and Gujarati
I hereby declare that all the information provided by me in this application are true, complete and correct to the best of my knowledge. 
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