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CAREER OBJECTIVES: 

Seeking position in a competitive and challenging working environment as well as to acquire new knowledge and skills to enhance my competence and fully develop my potential.  

EDUCATIONAL QUALIFICATIONS:
· Masters of Business Administration (MBA) In HR& Finance - 2014 to 2016

Osmania University
Course Work:
Human Resource Management, Financial Accounting and Analysis, Operations Management, International Business, International Finance, Labour Laws and Employee Relations, Compensation Management, Organizational Development etc.

· Bachelors in Commerce (B. Com)fromOsmania University.
· Intermediate from Anwar-Ul-Uloom Junior College.
· SSC from Jasmine High School.

WORK EXPERIENCE:
General Cont. L.L.C (Sharjah, U.A.E) worked as an Assistant HR for 2 years.

Duties & responsibilities;
Assist with day to day operations of the HR functions and duties

Provide clerical and administrative support to Human Resources executives

 Compile and update employee records (hard and soft copies)

 Process documentation and prepare reports relating to personnel activities (staffing, recruitment, 
training, grievances, performance evaluations etc.)

Coordinate HR projects (meetings, training, surveys etc.) and take minutes

 Deal with employee requests regarding human resources issues, rules, and regulations
 Assist in payroll preparation by providing relevant data (absences, bonus, leaves, etc.)

 Communicate with public services when necessary

 Properly handle complaints and grievance procedures

 Conduct initial orientation to newly hired employees Labor Cancellation, visa, Immigration, 
different types of license renewal, gate passes, vehicle related process like Mulkia, insurance, accommodation for labor & staff, labor court issues etc.,
Coordinates Engineer’s, foreman’s charge hands of different sites and locations for purchase of 
any machineries, materials or equipment’s as for free flow of works.

BIBA Apparels Pvt. ltd (India)- worked as an STORE incharge for 3 years.


Duties & responsibilities;
Exposure in maintaining Accounts i.e.  Receipts, Payments, Inventory Handling,petty cash etc.
Handle a team of 22 members with different store locations.
Manage complete store accounts (on excel or on a software) and prepare all financial statements in
 detail.

Supervise to other associates regarding sales and convert customers into sales.

Keep data of stock dispatched and received with all necessary documents or invoices.

Submission of weekly and monthly sales reports and financial reports to area head and 
accounts department.
Handle sales in store and MBO’s.

KEY SKILLS AND STRENGTHS: 
· Communicate well, able to speak and write English,

· Flexible interpersonal skills. 

· Work with enthusiasm even under pressure. 

· Dedicated to work hard and succeed. 
CERTIFICATIONS:
· MS-Office

· Accounting Certification 
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PERSONAL DETAILS:
Date of Birth


:
23/07/1990
Nationality 


:
Indian 

Religion



:
Islam

Gender 



:
Male 

Marital Status 

:
Married 

Languages Know 
:
English, Urdu, Hindi, Arabic
Hobbies 


:
Playing Cricket, Reading Books   

Visa Status


:
Visit Visa
DECLARATION:

I do hereby undertake the above furnished details are true to the best of my knowledge.
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