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Sameena 
Abu Dhabi, U.A.E

Email: sameena.328710@2freemail.com  

Career Objective:
I would like to associate myself with an organization, where I could find scope to utilize as well hone up my knowledge, skills, and growth along with the organization

Educational Qualifications:
· MBA in H.R and Marketing.
· Bachelor in Commerce and Computers.
· Certified Accounting Technician from Ireland.
Work Experience:
Wadi Adventure,Al Ain(Nov 2013- Till Present)

Human Resources Manager
Job Responsibilities:
· Ensure Wadi Adventure corporate HR policies and procedures are enforced.
· SAP HR version handled as per the job requirement
· Develops and implements policies and systems to ensure the highest standards of accuracy, timeliness and efficiency in staffing, personnel records, and payroll management.

· Upkeep of company and personnel policies and procedures administration.

· Act as the communication link between management and employees in relating to all Human Capital matters.

· Advises management on all personnel-related matters.

· Counsel, guide and advise employees and line managers on the existing HR Policy, additions or revisions to it.

· Review HR organizational Policy and propose revisions in line with current market and business needs, such that we also meet employee expectations.

· Responsible for ensuring all such HR Policies are adhered to by management and respective employees.

· Provide technical direction, leadership, and guidance in providing our employees with and supporting management with the organizational human resource function.

· Responsible for upkeep and maintenance of all employee files and data.

· Administer employee benefits programs including housing transportation, uniforms, badges, duty meals, medical, life insurance, leave and other programs.

· Keeps management and employees informed on benefits programs and related issues.

· Responsible for administering the recruitment process across all job positions within Wadi Adventure.

· Responsible for monitoring recruitment in line with the manpower budget for the fiscal year.

· Writes and periodically updates job descriptions for all company positions to match with the Organization structure and manpower requirements.

· Coordinate Mobilization if applicable for candidates offered a position with the organization.

· Develop and perform new employee orientation program.

· Administer the Company Asset Eligibility program and serve as a custodian of the policy to authorize/issue applicable assets to respective employees of Wadi Adventure.

· Responsible for maintaining current, up-to-date employee handbooks, orientation forms, and training manuals.

· Coordinate and organize the Performance Management program for Wadi Adventure.

· Coordinate and organize the Training program for the Wadi Adventure, internal as well as external with the results of the Performance Reviews as a guide.

· Coordinate Internal Recruitment, transfer/promotion program with results of the Performance Review as a guide along with Line Managers.

· Responsible for effective Employee Relations for Wadi Adventure.

· Propose and design new Employee Initiates, events to motivate an employee friendly culture within the organization.

· Responsible for coordinating accurate Payroll records and timely issue for all employees across Wadi Adventure.

· Performs Exit Interviews.

· Reviews the Exit Trends and analyses results to provide effective retention mechanisms.

· Administer Payment of employee dues and cancellations of visas thereof. 

· Seeks out grants and other support services and programs.

· Stays abreast of Federal Local laws pertaining to personnel including drug-free workplace, hiring and separation practices, disciplinary actions, payroll, etc..

· Ensure that there is no compromise in the high standards and expectations as developed by Wadi Adventure.

· Establishes and maintains appropriate professional relationships with regulatory agencies, educational institutions, business leaders, community leaders, and others that may serve as strategic partners.

· Determines work procedures prepare work schedules and expedite workflow.

· Studies and standardizes procedures to improve the efficiency of subordinates.
Tax Refunds.co.NZ, Christchurch, New Zealand (Feb 2013-Aug 2013)

Human Resources Advisor
Job Responsibilities:

· Reviewing and conducting staff performance appraisal

· Coordinate recruitment and selection process

· Coordinating with all departments heads day to day
· Extract & Input data from various resources

· Monitor the database on a daily basis for staff nearing probation completion. Inform Project Coordinators/ Line Managers in advance, prepare and issue a letter to staff based on their line manager’s recommendation.

· Forward all probation-termination cases to Senior Manager.

· Ensure comprehensive staff records for Probations are maintained at all times.

· Conduct regular meetings with Office Coordinators for probation related issues
Phoenix Group of Hotel Apartments, Abu Dhabi (Jan 2012-Jan 2013)
Human Resources Manager
Job Responsibilities:
· Key HR for 5 Hotel Apartments and responsible for complete recruitment and personal issues.

· Managing and Monitoring Day-to-Day HR & Admin Activities
· Salary Administration by handling payroll, controlling daily attendance and over time. Leave settlements, Travel arrangements etc.

· Processing promotions,transfers,resignations, and terminations of all employees

· Assist in maintaining a positive work environment for the Phoenix team.
· Handling 100 employees, in a team of HR executives and Advisors.

· Responsible for proper processing, logging, and filing of all employment applications.
· Maintain and update Corporate websites with all job opportunities

· Organize all phone prescreen and initial interviews for all applicants and coordinate any additional interviews with the Department Head and the General Manager.
· Conduct all applicant background and reference checks and employment offer letters.
· Prepare, organize and administer Phoenix specialty training programs: New Hire Orientation.
· Develop and maintain a positive working relationship with local community organizations in order to provide job opportunities for the community.
· Maintain existing employee records and updating new employees in Paytrix (payroll software).
· Calculating monthly salaries and forwarding to the accounts department.

· Organizing quarterly Recreational events for the employees.

Exatech Software Solutions Pvt. Ltd, India (Jan 2009-Dec 2011)
Human Resources Executive
Job Responsibilities:
· Maintained a high profile in the professional and business communities.
· Successful Full Life Cycle Recruiting experience
· Responsible for meeting team goals and overall quality of service.

· Scheduling and co-coordinating for walk- in drives and ability to develop strong working relationships
· Keeping track on the candidate for future reference and close follow up on the resumes
· Scheduling interviews as per manager's request by coordinating with both the Managers and the Candidates.

· Having experience in Core HR activities, handling Payroll, Time Management / Leave Management, etc.,
· Maintaining daily, weekly, monthly, quarterly and annual Hiring MIS
· Negotiated settlements of appeals and disputes and Co-Ordination (in exit formalities) of employment process
Centra, Limerick, Ireland (Sep 2006- Dec 2009)
Trainee Manager

Job Responsibilities:

· Providing Customer Support.
· Skilled in areas of Inventory Control, Cashier Management and Staff Supervision.
· Excellent problem solver with sales analysis and reporting skills.
· Handling scheduling of employees and related personal issues.
· Supervised all daily functions of office to ensure customer satisfaction.
GE Money, Shannon, Ireland (Dec 2006-Jun 2007)
Collections Executive (Part-Time)

Job Responsibilities:
· Deliver world-class customer service and build customer satisfaction and loyalty
· Provide effectively and timely resolution of a range of customer inquiries
· Complete ongoing training to stay abreast of product, service and policy changes.
· Strike a positive and cooperative tone with both customers and co-workers.
· Demonstrate the best judgment in the disbursement of adjustments and credits.
· Increase the customer experience by providing information on new products, rate plans, and services through up-selling opportunities.
Major Strengths:

· Ability to work under time constraints.

· Flexibility and Adaptability.
· Stress Tolerance.
· Decision-making skills.
· Goal Oriented: Results Achiever, Meeting Deadlines.
· Excellent analytical and strong inter-personnel skills.
· Assertive towards Learning and Growing.
I am a self-motivated person who is diligent and ambitious, I am adaptable and willing to learn and take on new challenges, I am confident reliable and can be adjustable in any environment, organized and possess a pleasing personality. I have the ability to interact well with the people.

I hereby declare that above furnished details are true and best of my knowledge, references provided upon request.

SAMEENA 
