Job preference Location: Anywhere in UAE

EDUCATIONAL QUALIFICATION:

PGDHRM : Human Resource Management

Alagappa University -India– 2014

B.A English : IIKM – Chennai-India – 2012

DAF- Accounts & Finance

Annamalai University – 2011

Certificate Program in Office

Management Annamalai University- 2010

Certificate Program in Human resource –

ICOE –UK- online

SSLC&HSC Schooling – India- 2009

Type Writing – Junior & Senior –Govt exam completed with distinction - 2012


 Sangeetha

 Sangeetha.347613@2freemail.com
[image: image1.jpg]



MAIN RESPONSIBILITIES:

Administration - Secretarial -Accounts/Finance -Recruiting

Manpower Recruiting - Arranging Interviews -Selecting Candidates

Visa Applying-Processing-renewal-arranging documents-Medical-Insurance-benefits- compensation-assisting PRO- Preparing & receiving-official documents-Invoices-LPO-Quotation -Preparing monthly payroll attendance sheets daily-monthly-Preparing financial report of petty cash & other expenses-Ensuring HR policies-Assisting Accounts/Finance dept - Calendar Management for Director or MD – secretarial tasks- Supervising overall management & Accommodation- Utilities-Paying bills – Transport & caring employee grievances, Housekeeping supervising etc.,

TOTAL WORK EXPERIENCE : 2012 – till now – 5 years

UAE

Pearl Arrows Boats Manufacturing- (Oct 2014- now)

UAQ- UAE –Working as a HR Admin & Secretary
(Shifted)

Royal Ocean Boats Manufacturing – Dubai-UAE-

Worked as a HR Admin & Secretary

INDIA

Anand’s Constructions – HR Admin Assistant

(April2012- Mar2013)-(Aug 2013- Sep2014)

AICU Care Monitoring Services India Pvt Ltd- USA-MNC –

(Mar2013 to July 2013) - (Temporary)as Operations Assistant

Administration:

Maintaining Employees attendance, Leave records (sick, maternity, casual & LOP) and Annual Vacations. Applying new resident Visa, labor contract, Emirates ID, renewal & cancellation .Coordinating with PRO on assigned task. Creating, updating, & maintaining employees' Personal files. Answering Phone calls, assisting visitors & resolving a range of administrative problems and inquiries . Handling company’s correspondence efficiently. Implementing HR policies & regulations according to the environment, responding to mails, typing and making memos, official documents, offer letters & job descriptions. Detail-oriented and possess ability to handle multi-task and familiar with office machines like scanners, copy machines, fax machines, and multi-line calls. Preparing HR reports and coordinating with the management. Liaising with clients, suppliers and other staff. Staff appraisals, Employee relations, termination and exit formalities as per UAE Law. Responsible for on boarding of employees, documents verification and induction. Arranging events & cultural.


COMPUTER PROFICIENCY:

Windows and MS Office: Word, Excel, PowerPoint, Outlook Express, Internet research expertise; New Joiners Profile updating through HR Company Portal, Online Payment through WPS/NEFT / RTGS, Access Card activation and deactivation using Software, Attendance updating through Software. Online Job / Business announcement posting, Video and Audio Editing’s work, Photoshop designing, Software Installations. Website Template Designing, CD and flash memory upload, Computer Operator, Data

Entry, online posting Ads for recruiting, etc., D.C.A. – Diploma in Computer Application –

Type Writing Junior & Senior levels– 35WPM TN Govt exam training board– Completed with distinction

Diploma in Tally, Photoshop, Desk Top

Publishing – Artech computers, Chennai-2012

HR SOFTWARES:

HRM THREAD

Sum HR

Tally

MY FEATURE:

Punctual , Easy learner , creative minded Loyal , detail oriented , very friendly Dedicated with hard working

Work under pressure, finishing before deadline

Encouraging & motivating others too.

HOBBIES:

Watching Movies , cooking, reading books,

studying my portions, hang out with friends, learning new things through studying

MY EXPECTATION:

Salary Package – (Negotiable)

Notice Period - 20 days upon Offer Letter

Date:
Place :


Employees Account settlement, recommending changes, cost controlling, effective communication skills, in order to deal tactfully and sensitively with people at all levels. Good organizational and interpersonal skills , ability to establish and maintain good working relationships with a wide range of people.

Calendar Management/ Secretarial task to CEO or Manager:

Weekly updates to CEO/Manager. Incorporating the periodic Meeting well in advance (Board Meet, Business Reviews, Core Group Meet, Senior Mgmt meet, Staff Meeting, etc). SMS for the Days Calendar (early morning) to CEO & Cc to concerned. Coordination with people meeting up with CEO (through Mails/Phone Calls/SMS). Internal & External. Travel & Accommodation handling such as booking tickets/ visa arrangements/ booking hotels etc., Getting the Agenda & minutes for all the meeting. Sending invite to all through Email /Outlook. Set up a system of online acceptance for the important meets. Reminding important dates & appointments.

Accommodation & Transportation:

Labor Accommodation/camp contracts, renewal or relocating if need. Liaising with other departments for catering, furniture, net connection , ordering supplies etc., receiving reports from accommodation supervisor and communication with reception services to make sure our employees are having adequate safe and security and solving problems upon their requests. Transport for all the staffs & labors, coordinating with driver, arranging at time, vehicle exchanging, organizing necessary actions with transport vendor.

Accounts & Finance & Purchase Department:

Handling petty cash and bank dealing / correspondence. Receiving invoices and bills from Vendor & following Payment completeness.Obtaining appropriate approval. Certify the bills for payment as per their work orders issued and bills raised by the contractors and Co-ordinate with auditors while auditing. Negotiation, Ratings, Finalize purchase orders and Payment processing. Prepare MIS for all Admin expenditures, Analyze the report and control measures. Due Payment follow up with Clients. Preparing Payment Intimation Letter. Preparing Quotations, LPO and other purchase orders. Processing of salaries , Financial statement, Insurance etc..

Recruiting, Training & Development:

Conducting interviews , Appointment, and Confirmation & Appraisal. Arranging training programs for staffs & labors. Interviewing and short listing relevant candidates as per company requirements. Perform difficult staffing duties, including dealing with understaffing, refereeing disputes, firing employees, and administering disciplinary procedures..Maintain Performance (Appraisal) Metrics. Screening of CVs, Scheduling Interview of the short listed candidates and rigorous follow up aiming at result orientation, overseas recruitment, travelling if required.

Any Additional Tasks and Projects as and when assigned by the Manager / CEO

Have a good day!

