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10+ Years of experience  as a HR & Administration Officer, HR Executive and HR coordinator, Administrative Assistant,  Counselor, Data Entry Operator and Coordinator in well-known organization in UAE and India. 
Planning & directing executive-level administrative affairs & support. Combined organizational & communication skills with the ability to independently plan & manage diverse business relationships. Strong time management & problem solving skills with ability to set priorities & manage multiple tasks. Background includes all aspects of Human Resources with sole responsibility for employee service award, HR Administration, HR Policy & Procedure, employee relation & new employee orientation, hiring, training, staff development, evaluations, reviews & education reimbursement programs & depth understanding of labor law. 
Other personnel strengths are Creative and Innovative, Honest, Positive attitude, good judgment. Desire to learn, grow and constantly upgrade skills and knowledge. Committed, dedicated, extremely Organized & Proactive. Good Team Player, Hardworking, Ambitious. Very confident, Good communication and thorough in executing the assigned jobs systematically within the specified period of time.
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Certification in Human Resource and Recruitment, 2016
NADIA Training Institute– Accredited by Abu Dhabi Centre for Technical and Vocational Education and Training– Abu Dhabi, UAE. 
Post Graduate Diploma in Human Resource Management, 2007

Bangalore University- India
Master of Social Work [M.S.W] with specialization in Medical & Psychiatric Social Work, 2005
Mangalore University- India. (2005).
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· Good Proficiency in Windows Vista, XP and Windows 8, 10 etc. Microsoft Office 2013 (MS-Word, MS- Power point, MS-Excel and Access).
· Training completed for ISO internal auditor. And having sound Knowledge of Quality management systems and implementation of ISO. 
· Successfully Completed Training Course of Fire Fighter and First Aider – Abu Dhabi, UAE.  

· Pursuing UAE Driving License. 
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HR & Administration Officer, June 2012 to Present 
Main Responsibilities: 
Responsible to manage administration and HR activities in the field office and also takes responsibility to conduct tasks related to public relation officer. Report to Regional manager to support operation functions of the office and program go smoothly and efficiently.
Human Resource tasks: 

· Recommend and execute annual staff development plan for GIS team. 

· Recommend and execute policies, procedures, rules, regulations for employees in compliance with UAE Labor Law.

· Review and update all human resources policies to meet the organization’s needs.

· Plan and facilitating HR activities in the team: contract, recruitment, employee relation.

· Ensure to develop job descriptions for current/new positions.

· Maintain current organizational chart and current staff contact list.

· Assist the progress of job planning and performance management.

· Provide coaching and training to direct staffs on HR & Admin functions.

· Monitor and record employee time sheets and leave requests.

· Support for procedures or papers relating to personnel or staffing issues.

· Conduct Induction training for newly joined staff members.

· Other HR related assignments like exit interview, scheduling internal and external training etc.
· Coordinating Public Relation officer for processing Visa, CNIA Pass and other Legal activities.
Administration tasks:

· Responsible for incoming and outgoing telephone calls and emails.
· Managing and maintaining administration budgets and expenses. 
· Manage office equipment and infrastructure to ensure a well-running office.
· Responsible for the overall running of the office operation.
· Arranging travel, transportation and accommodation for staff or customers and other external contacts. 
· Conduct procurement of stationery for staff and meetings/workshops and assets of the office.

· Prepare correspondence, memos, reports, presentations, and emails to suppliers, other related offices or agencies in relation to the office operations. 

· Carry out other duties such as translation works, creating agendas, take minutes of office meetings etc.
· Update the filing system and manage filing the office documents for both hard and electronic copies. 
Other activities:

· Update Company Prequalification Document.

· Company Registration & follows ups with GASCO, ZADCO, ADCO, ADNOC, ADGAS etc. and with other government organizations. 
· Review and follow ISO procedures to have successful ISO certification every year as a Document Controller. 
Skills required for current designation: Tracking Budget Expenses, Staffing, Quality Management, Managing Processes, Organization, Communication Processes, Reporting Skill, reliability and honesty, ability to manage pressure and conflicting demands and prioritize tasks and workload, ability to plan own work, work on own initiative and meet deadlines, presentation skills and attention to detail etc. 
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Administrative Assistant, April 2009 to May 2012
PHARMALINK -Abu Dhabi, UAE

· Preparing Foreign Purchase order in SYROS as per Local Purchase order. And corresponding with foreign suppliers by email as a follow up of orders.

· Work closely with buyers to ensure full compliance as per customer requirements. 

· Receive intimation of order readiness for shipment from supplier. Review Inbound Freight Cost Budget with confirmation from the Account dept. Coordinate with Freight Forwarder to pick the shipments. 

· Coordinating the Import Customs Clearance procedure in Air & Sea shipments. 

· Arrange documentations for Import Permits. And handover to the regulatory dept. keeping computerized database of same in excel worksheet. 

· Manage inventory of office stationary and supplies.

· Arranging visa and hotel accommodation for visiting customers and suppliers. Maintaining and updating database documents.

· Maintaining staff details and scheduling the annual leave for the staff.

· Traveling arrangements for all the staff. 

· Coordination with other staff for their day-to-day requirements. 

· Handling the any other activities or urgency arises at work place.

· Scanning and Emailing the Letters and other correspondence as per directives.

· Attending calls. Coordination with other staff for their day-to-day requirements. Handling the any other activities or urgency arises at work place. Keeping computerized database of same in excel worksheet. Scanning and Emailing the Letters and other correspondence as per directives.
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Data Entry Operator cum Coordinator, September 2008 to November 2008

FIRST GULF BANK - Abu Dhabi, UAE

· Credit Card approval according to the requirement.

· Highlighting issues and suggestions related to Process to top management.
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HR Executive & patient Counselor, June 2007 to May 2008
NETHRADHAMA SUPER SPECIALTY EYE HOSPITAL - Bangalore, India

· Reported to the Department Manager.

· Counseling services for the surgical patients. Giving moral support to the patient and the family members.

· Conducts interviews up to Senior Executive levels. Arranges interviews for management levels. 

· Prepares Letter of Offer to selected candidates and Letter of Rejection to unsuccessful candidates.

· Conducts orientation program to new employees. 

· Manages and appraises subordinates’ performance and their career advancement. 

· Maintaining Filing system for all kind of documents in respective files.
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HIV Counselor & Project Coordinator, Dec 2005 to June 2007

FREEDOM FOUNDATION - Bangalore, India
· Reported to the Project Manager.

· Counseling for family members of HIV Positive women’s.

· Rehabilitation of family members and their new born child with the help of different NGO’s. 
[image: image9.png]ACCOMPLISHMENTS




· Forty Days training done as a Psychiatric Social Worker in Karnataka Institute of Mental Health, India.
· Counseling Skills Enhancement workshop.

· Induction Training completed on counselors of Prevention of parent to child transmission of HIV/AIDS.

· Disaster Management. (Active member of the team in implementing programme)

· Life Skill Education (WHO). (Active member of the Core Committee team in planning & implementation of the workshop.

· Changing Trends in Field work training-Perspectives of Allied and Social Work Professionals.

· Family Welfare, Seminar on Religious Harmony, New Urban Management etc
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English, Hindi, Malayalam, Tamil, Kannada and Tulu.
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Date of Birth                             
:
May 22nd 1982  

Marital Status


:
Married

Visa Detail


:
Residence Visa (Transferable)               

Nationality


:
Indian.
Reference: Available upon request. 
I CERTIFY THAT THE ABOVE INFORMATION IS TRUE AND ACCURATE TO THE BEST OF MY KNOWLEDGE
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Jissmol Joseph – CV No: 2006472


To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from � HYPERLINK "http://www.gulfjobseeker.com/employer/cvdatabasepaid.php" �http://www.gulfjobseeker.com/employer/cvdatabasepaid.php� 


addressing to HR Consultant on email: � HYPERLINK "mailto:cvcontacts@gulfjobseekers.com" �cvcontacts@gulfjobseekers.com�


We will contact the candidate first to ensure their availability for your job 


and send you the quotation for our HR Consulting Fees.
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