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Overview
· Graduate in Hotel Management.(Bangalore University-1996)
· Possess excellent communication and interpersonal skills

· Good knowledge in MS Office
· Strong planning coordinating and delegating capabilities
Personal Information

· Indian (38 yrs.)
· Married

· Fluent in English, Hindi &Malayalam

· Visa status – Residence (husband visa)
· Holds UAE driving license

Professional Experience – Administration
HR Assistant in Fujairah 
March 2015- Till to date

· Assist in recruitment and hiring
· Coordinate employee insurance.
· Explain company policies and procedures to Employees/new joiners.
· Compile and prepare reports& memos in relation to personnel activities.
· Assist with drafting of employee contracts and induction process.

· Record update & maintain employee data while maintaining professional confidentiality regarding employee personal and company sensitive informations.

· Process and maintain documentation relating to staffing, recruitment& performance evaluation.
· Prepare and maintain office administrative documents as per requirement.
· Handling incoming/outgoing calls, emails and faxes. 
· Maintaining monthly attendance report.

· Monitoring employee document expiration details and assisting in their renewal/cancellation formalities.
· Review applications in order to evaluate the eligibility of candidates.
· Coordinate with accounts department regarding employee salaries & benefits.
HR&Administrative Assistant –Sandy Beach Hotel and Resorts, Al Aqqa, Fujairah

November 2011 to April 2014
In addition to the above job profile handled the following:
· Assist accounts department in maintaining supplier’s records & files.

· Preparation of posters / flyers & other formats required for daily operations of all department.
· Assist in Front Office operations during busy hours.

Other Experiences
	Designation
	Organization
	Period

	Faculty – Hotel Management
	Indian Institute of           Tourism Management.

Calicut, India


	March2004 – September2005



	Guest Relation Executive
	Hotel Malabar Gate (4star)

Calicut, India


	August 2002 – February 2004



	Front office supervisor
	Hotel Malabar Palace (4star)                    Calicut, India


	June 2000 - July 2002


	House Keeping supervisor
	The South Park (4 star - managed by franchise of Welcome group)

Trivandrum, India
	Dec.1998 - February2000


	House Keeping supervisor
	The Atria (4star)

Bangalore, India.


	November1997 - March1998



	House Keeping supervisor
	Quality Inn Kensington Terrace,                Bangalore. India.


	May 1996 - February 1997



Current Salary 

: 
Dhs 3200/Month(Gross )
Work area preferred
:
Office administration 
Reference can be furnished upon request.
Khorfakkan,

08/03/2016

Objective: Seeking a position with an organization, where professional experience, education and abilities stand as an advantage for personal growth.
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