
	SAALINI 
                                                                        Accounts & HR Professional

Email: saalini.350046@2freemail.com 

	

	Objective
	Wishes to initiate my profession in a highly placed industry which will grant dynamic and positive environment for me to dive into the ocean of Human Resources Management Techniques and to contribute much to the organization along with the development of my personality and efficiency.

	Personality
	Tried my level best to acquire knowledge on HRM Techniques adopted by all the organizations where I have gone for project works – which are functioning in different socio-economic, cultural and political environment. 

	Education
	


	Master of Business Administration               First Class
	2010

	MG University, Kerala ,India
	 

	Master of Commerce                                     First Class  

	2007

	Kerala University, Kerala, India
	

	Bachelor of Commerce                                  First Class 
	2005

	Kerala University, Kerala, India

	



· Able to reach good decisions based on  analysis of situations, wisdom, experience, and judgment

· Able to marshal required resources (people, funding, material, support) to get things done efficiently with respect to the time constraint 

· Works effectively with others to accomplish tasks and goals and to find solutions to problems and to keep strong morale and spirit among the team members

· Develops and maintains better relationships with others at all levels of the organization.

· Demonstrates flexibility in work practices, procedures and processes. 

· Proven competency, sincerity and hard working qualities 

· Comfortable interacting with people of diverse cultures, strata and calibre

· Consistency in quality work with professionalism, dedication and proactive nature

	  Work Experience in UAE  
	


Employed as an Administrative Assistant in Brentford Group with the following responsibilities 
· Assisting HR manager with the day to day activities.

· Maintaining the records of the staff in the company.
· Preparing the request for gate pass of employees to the accounts department for petty cash.

· Analyzing the request of employees for Medical leave, Annual Leave & Leave salary.

· Payroll entry on monthly basis of Staff & Labour of the company.

· Salary advance a/c updating in Excell sheet & Reporting.

· Preparing the Job Description in consultation with the Hr Manager

· Day to day Hr task of Induction, Interview & training.

· Preparing offer letters

· Maintain the HR task list.

· Calculation of Leave Salary , Gratuity, WPS 

· Payment Voucher Management

· Receipt Voucher Management

· Petty Cash Management (Handled AED 25,000/- Weekly)
· Updating the bank loans & advances of the company.

· Rent account management.

· Bank Reconciliation on monthly basis and credit card reconciliation
· Oversee the central HR Administration –employee offer letters, salary letters and employment contracts, accommodation, transport issues etc.

· Filing and Maintaining the Confidential Documents, Offer Letters, Contracts etc.

· Follow up times sheet to do with Employees.
  Worked as a faculty in  Horizon of Knowledge - Sharjah - January 2012 to August 2014

    Responsibilities

• Responsible for carrying out teaching and project works for M.com and MBA students.

• Assessing student’s course work and material.

• Involved in the set-up of exams and the marking of results.

• Responsible for the departmental administrative tasks.

• Providing mentoring, advice and support to students on a personal level.

• Subjects handled are Financial Management, Business Law, Travel and Tourism, Entrepreneurial Development, Security and Portfolio analysis, Business statistics, Human Resource Management, Auditing,

Cost Accounting
	    Computer Skills
	


MS Office (Word & Excel, PowerPoint), Internet, Tally ERP and Email applications (Outlook)
	  Leadership Skills
	


· Core member of Finance Club at the MBA College

· Member of HR club at the MBA College

· Member of Finance Club for Luminance 07’ national level management meet conducted by my MBA College 
	 Language  
	


Fluency in English, Hindi, Malayalam.


 Date of birth:                October 13, 1984.
   Marital Status:              Married (Husband Visa) 
   Nationality:                   Indian
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