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PROFESSIONAL SNAPSHOT
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Solutions focused, meticulous and results-oriented HR/Administration/IT professional offering 5+ years of successful career distinguished by commended performance and proven results.
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Proactive decision maker, targeting challenging assignments with a well-established and globally reputed organization, bringing the following transferable strengths:
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	Planning & Analysis
	HR Administration

	Secretarial
	Relationship Management

	Digital Marketing
	Customer Service


[image: image12.jpg]


[image: image13.jpg]



Extended expertise in understanding the process, understand operations sequences, process parameters required to achieve quality characteristics.

Identify problems, initiate change and implement effective programs in challenging and diverse environments. Acquainted with UAE labor laws and Immigrations procedures.

Strong analytical and problem-solving skills, effective written and verbal communication skills, interpersonal skills, organizational and multi-tasking skills.

Easily adaptable and good team player with leadership skills.

Strong numeracy skills, ability to work accurately with attention to detail.
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P R O F E S S I O N A L E X P E R I E N C E _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

[image: image16.jpg]


[image: image17.jpg]



	Noukri Recruitment / Al Fursan Recruitment LLC, Abu Dhabi, UAE
	(Jun ‘13 - Present)

	
	

	Designation: HR Administrator / Secretary
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Key Deliverables:
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Provide administrative support to HR department and recruitment team. Maintain and regularly update the database of employee information.

Assist in visa processing of all employees of the company.

Assist with recruitment, interviewing, and selection processes like evaluating CVs, calling shortlisted applicants for interview and send appropriate correspondence to all applicants in a timely manner.

Liaison with recruitment agents regarding recruitment and selection requirements. Assist employees & applicants for completing applications and joining formalities. Assist administrative and office personnel by providing assistance with their work.

Performs secretarial, record keeping and clerical functions (scanning, printing, calculating, verifying, etc.) Formulate timesheets, reports on staff absences, sick leave/annual leave and assist in payroll preparation. Respond to emails, incoming calls and inquiries, take reliable messages, and/or route to appropriate staff. Prepare and manage business contracts, quotations, schedules, invoices, LPOs, etc.

Coordinate transportation & delivery of materials/equipment. Employee relations, complaints and grievances handling.

Prepare offer letter, warning letters, termination letters, reports etc. Resolve client complaints related to employees performance.

Schedule appointment for medical at SEHA and Emirates ID biometrics for staff.

Supervise Health Insurance of all employees, Workmen’s Compensation & Public Liability policies of the company as well as that of sister companies and Payment settlements.

Liaise with Insurance companies for addition and renewal of Group Health Insurance policies/motor insurance and make sure the cards are received and dispatched to the staff on time.

Supervise medical claims / reimbursement of hospital expenses as and when required. Oversee employees’ discipline and their compliance with company rules and policies.

Maintains file system of HR and Administration department and Confidentiality of information.
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Asian Career World Pvt. Ltd, Bangalore, India
	(Jan ‘11 – Feb ‘13)

	
	

	Designation: Assistant Manager
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Key Deliverables:
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HR & Office Administration, Operations management, supervise the work of company staff. Interview job applicants, maintaining the file systems, managing dairies.

Perform managerial duties in the absence of Managing Director. Shortlist CV’s and conduct preliminary interview.

Career counselling and customer service.

Write business letters, reports or office memoranda. Answer telephone enquiries from customers.

Attend to visitors and assist other staff in the organization with their enquiries. Sorting and distributing incoming post and organizing and sending outgoing post. Handle petty cash, Oversee purchase of office supplies and equipment.

Replying to the emails received by the clients, prepares outgoing email.
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	Govt. Higher Secondary School, Vettathur, India
	(Jul ‘10 – Jan ‘11)

	
	

	Designation: Computer Application / IT Instructor
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Key Deliverables:
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Oversee facilities and opportunities for students and provide appropriate guidance for students’ benefits. Supervise opening and closing of Computer laboratory and provide information during training session. Install required softwares, maintain and make sure the system is working properly.

Maintain knowledge on all new trends and recommend improvement to assist students in teaching process. Design and update all instructional materials for IT programs on regular basis.
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T E C H N I C A L S K I L L S _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
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Operating Systems:
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Programming Languages:
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Web Design:
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DBMS:
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Development IDEs:
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Applications:
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Windows, Linux
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C, C++, C#, Visual Basic
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HTML, CSS, JavaScript, PHP
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Oracle, SQL
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Microsoft Visual Studio, VB 6.0, .NET
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MS Office (Word, Excel, PowerPoint, Outlook, Access …), Photoshop
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C R E D E N T I A L S _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
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Professional:
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B.Tech (Computer Science & Engineering) from Cochin University of Science & Technology in 2010 Completed a certificate course in Oracle DBA

Certified Digital Marketing Master (Email Marketing, Social media marketing, SEM, SEO, Web Analytics, …)
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Noteworthy Credits:


Executive member of Career guidance and placement unit of college (2006 - 2010) Volunteered in Takatof, Abu Dhabi, UAE


P E R S O N A L M I N U T I A E _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _


Date of Birth:


Languages Known:


Interests:


Visa Status:


Nationality:





17th July 1987


English, Hindi, Malayalam, Basic Arabic and Basic German


Reading, Learning, Travelling


Residence (Spouse sponsored)


India



