NITA 
Nita.301724@2freemail.com
CAREER PROFILE
Over 14 years of progressive experience impacting company performance and profitability. Efficient recruitment and Human Resource strategies. Excellent track record in improving employee retention, operational efficiency, effective team management with a proven ability in achieving organizational goals.
PROFESSIONAL EXPERIENCE
Nasco Insurance Agency, Dubai, UAE






                      May ’10 – present
Human Resources Assistant Manager
· Budgeting and analyzing HR costs and recruitment activities

· Understanding manpower requisition and drafting job descriptions

· Sourcing candidates that match the required skills

· Screening candidates by telephonic or personal interviews

· Communicating the employment status to the candidates

· Maintaining and updating the database of candidates

· Handle all HR policies and procedures like Employee Manual, Code of Conduct and all employee related documents

· Maintain attendance and leave records

· Supervise issuance and cancellation of visas and labor cards of all employees through the PRO

· Thorough knowledge of UAE Labor Law

Bayt.com, Dubai, UAE

                                            




                      Apr ’09 – May ‘10
Relationship Manager – SME Gatherer
· Determine customer’s recruitment needs and prepare the corresponding proposals of the suitable recruitment solutions services.

· Give online demonstrations to clients in order to handle objections and create new opportunities.

· Following up on proposal statuses and closing pending deals.

· Meet with new clients and expand customer reach.

· Manage growth of new business by transitioning them to be loyal customers.
· Track monthly sales and accurately forecast sales.

Hewlett-Packard, Bangalore, India
                           





             Jan ’06 – Jan ‘09
Program Manager – Total Customer Experience
· Designing and deploying surveys to various HP concerns and departments to gather information on recruiting strategies implemented in the company.
· Computing statistical analysis on information gathered from these surveys and creating reports and presentations

· Tracking responses in order to provide solutions to departments or offices that need it. 
· Mitigating technical issues regarding the surveys and constantly aiming at improving the service being delivered.
· Worked with various teams to translate surveys into other languages and deploy in other countries. 

Ernst & Young, Bangalore, India
                           





                           Jun ’02 – Jan ‘06
Team Leader – US Taxation
· Handle a team of 8 analysts and supervise their tasks.
· Gathered data and computed corporate tax returns.
· End to end tax compliance solutions for individuals for certain high-volume clients.
· Ensured a consistent turn-around time on completion of tax returns. 

· Created work papers to simplify work ensuring adherence to US tax laws.
· Monthly and annual appraisals of team members.

EDUCATION

University of Wollongong                                                                                                                        Dubai, United Arab Emirates
Masters in Strategic Human Resource Management - Distinction                                                                         Jun ’14 – Jun ‘15
Christ College, Bangalore University

                 
                                                                       Bangalore, India

Bachelors in Business Administration - 1st Class                 



             

           May ‘99 – Apr ‘02

