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Mobeen 

Email: mobeen.329491@2freemail.com 
SYNOPSIS: Diligent, well organized and result oriented multi-skilled HR and Administration professional having over 18 years of core functional experience in Human Resource & Office Administration (HR 07 years & Administration 11 years), had conducted and completed many recruitment drives successfully with lot of appreciation from management, had a excellent track record of Campus recruitment & Jobs Fairs. Managing a team of 07 HR professionals includes HR-Assistants-03, HR-Executive-01, HR-Officers-02, Assistant Manager-1 
Key Skills: 

· Manpower planning


Employee Reward & Incentive Program

· Recruitment & Retention

Corporate Safety & Security

· Pre-employment verification

Employee & Customer Relations
· Employee orientation          

Employee Appraisal

· Performance Management

Employee satisfaction survey

· Office Administration/Cost control
Document Management/Control

· Budget Administration


Staff grievances

· HR Audit plan & Execution

Workforce Dispute
Career Summary:

· Name of the Organization

Air India SATS Airport Services Private Ltd.,
Address



Hyderabad International Airport, India.

Tenure




Jan 2014 - Present

Designation



Manager-HR (Recruitment & Admin)

· Name of the Organization

Air India SATS Airport Services Private Ltd.,
Address



Hyderabad International Airport, India.

Tenure




Jan 2012 – Dec 2013
Designation



Assistant Manager – HR (Recruit & Admin)

· Name of the Organization

Air India SATS Airport Services Private Ltd.,
Address



Hyderabad International Airport, India.

Tenure




May 2010 – Dec 2011

Designation



HR Supervisor 
· Name of the Organization

Air India SATS Airport Services Private Ltd.,
Address



Hyderabad International Airport, India.

Tenure




Mar 2008 – Apr 2010


Designation



Administration Officer
· Name of the Organization

VHS India Private Limited, Hyderabad, India

Tenure




Jul 2007 – Dec 2007


Designation



Administration Officer
· Name of the Organization

DR Transport Co Limited, Hyderabad, India

Tenure




Apr 1998 - May 2006

Designation



Administration Assistant
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Academic Qualifications:
Degree/Diploma



Master Program in Business Administration


College/University



IIBM Institute of Business Management.

Year of Completion



2011
Degree/Diploma



Bachelor of Arts


College/University



Osmania University.

Year of Completion



1995

Technical Qualifications:
· PG-Honor in Computer Programming 

· Advance Computer Hardware Engineering
· Typewriting (English) Lower, Higher & High Speed Grade

Awareness Program & Workshop:
· Aviation Security Awareness Program 
(Conducted by GMR Hyderabad International Airport, Hyderabad, India)
· Aviation Security Awareness Program
(Conducted by Air India Limited, Hyderabad, India)
· First Responder Program
(Conducted by GVK Emergency Management & Research Institute, Hyd, India)
· Three days workshop on Management Performance & Team Building
(Conducted by Singapore Airport Terminal Services at Hyderabad, India)
Roles & Responsibilities: 
A brief job responsibilities as Manager-HR (Recruitment & Administration):
            Responsible for:
· End to end recruitment (Technical & Non-technical 10:90 ratio)
· Induction Training for fresher.
· On the Job Training for the candidate selected for senior positions.
· Refresher training for existing employees.
· Preparation of Job Description.
· Finalizing contractual placement for temporary worker (daily wage workers)
· Short term/long term fixed engagement.
· Probation Appraisal & Job Confirmation.
· Annual Appraisal for fixed term engaged employees.
· Issuance of Appointment Letters, Confirmation Letters, Fixed term contracts, Promotion Letters, Downgrade Letters, Warning, Caution, Suspension, Departmental Enquiry, Revocation & Termination Letters etc., 
· Employee’s & Organization’s safety & Security
· Updation & Awareness of Policies & Procedures as and when required.
· Ensure all the time “smooth & healthy work culture” in all over the organization.
· Amicable coordination with Finance & Account department besides support departments in respect to salaries preparation & payment.
· CSR Programs (Corporate Social Responsibilities)
· Statutory Compliances & Staff Welfare.
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A brief job responsibilities as Assistant Manager-HR (Recruitment & Administration):

            Responsible for:
· Sourcing suitable candidates through news paper advertisement, job portals, social media, online media, job consultancies, campus recruitment, company data bank and internal reference etc.,
· Screening job applicants as per organization’s equal opportunities policy.
· Short listing candidates for interview.

· Conducting telephonic interviews to collect information about job suitability, work experience, salary expectation, notice period required to join etc.

· Preparing and issuing appointment/offer letters to selected candidates.

· Joining formalities in respect to induction training, issuing company ID Cards, opening Bank Account, etc.

· Coordinating with Bureau of Civil Aviation Security officials in order to get Airport Entry Passes for new employees  & visitors.

· Creation of personal file for New employees.
· Iinduction training for new employees to make them aware of the nature of business, organization policies & long term goals.

· Employee’s probation appraisal, confirmation and Annual appraisals.
· conducting exit interviews, exit formalities till full and final settlement.
· Staff Welfare & CRS activities.
· Adhering to ISO & ISAGO standard operating procedures at all the time.
· All office administration & operation.
A brief job responsibilities as Admin Officer:

· Staff attendance, staff duty rosters, staff work assignment.

· Maintenance of staff leave record & bio-metric attendance.

· Staff Medical, Staff Insurance & Staff welfare.
· Company Asset Management.

· Document filing & records keeping (hard copies and soft copies).
· Daily correspondence (Letters - email – FAX etc.,)

· Air, Bus travel & hotel booking arrangements for top management.

· Conducting & Taking minutes of meeting
· Office, Cafeteria, Staff Canteen’s  repair & maintenance.

· Procurement of office items  & stationery.
· Office building repair & maintenance, vendor agreement & annual maintenance contract renewal etc.,
· Other duties as and when required.
Personal  Summary:

Marital Status


:
Married.

Date of Birth


:
01/11/1973
Languages known

:
English/Urdu/Hindi/Telugu  (Read/Write/Speak)

                                           

Arabic (Read/Write)

                                                                                                                  Signature                                                                                                                                                                     
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