GEENA 
Geena.351866@2freemail.com
CAREER SUMMARY: 
· More than 10 years of experience in the field of HRM.

· Experienced in recruitment, developing performance management system, developing employee welfare programs, identifying training needs and conducting trainings, employee grievance handling, developing and implementing disciplinary policies, conducting exit interview, and final settlement of employees.

· Good communication and interpersonal skills.

HIGHLIGHTS:

Hiring & Retention




Compensation Administration
Training & Development



Proficient in Microsoft Office Programs



Compensation/payroll




Personnel records maintenance
Employee Relations




Exceptional interpersonal skills
Managing Employee Development Programs

Strong organizational and administrative skills

Fast learner, reliable and outgoing


Able to work under pressure and meet deadlines


PROFESSIONAL EXPERIENCE: 
Organisation:
(May 2011 – February 2017) 
Yas Viceroy Hotel
Yas Island, Abu Dhabi 

Assistant Human Resources Manager – Yas Viceroy – Abu Dhabi, UAE – June 2014 until Feb 2017
· Conducted new hire orientation, exit interviews and training programs

· Completes human resources operational requirements by scheduling and assigning employees, following up on the work results.

· Successfully handled projects including introduction of new HRIS and time and attendance systems.

· Successful negotiation with vendors by ensuring win win situation for both parties
· Conducted performance reviews of direct reporting colleagues

· Involved in HR budget preparation
· Involved in recruitment and selection process
· Tracking attendance, maintaining leave records and recording it in HRIS system 

· Assist accounts in creating WPS & Cash List sheet with the required information of the new joiners.

· Organized various corporate social responsibilities

· Created various SOPs and policies by collaborating with EHS/Hygiene Manager

· Certified as an internal auditor and handles EHSMS

· Participated in executive and company colleague meetings and attends other meetings and seminars.

· Contributes to team effort and company goals by accomplishing related results as needed

Human Resources Executive – Yas Viceroy – Abu Dhabi, UAE – May 2011 until May 2014
· Handled different aspects of employee welfare, such as organizing monthly colleague gatherings and special events, overseeing Care Center operation, applying for and distributing colleague bank cards, conducting disciplinary hearings and performing regular training sessions
· Monitoring accommodation allocations and transportation schedules as well as processing leave requests

· Entering and maintaining colleague information in HRIS as well as overseeing time and attendance and payroll processing.
· Creating and compiling monthly HR reports

· Processing leaving colleagues, including exit interviews, clearance and repatriation

· Assisting in the recruitment process by attending recruitment fairs, interviewing candidates, conducting reference checks, welcoming new joiners, preparing and following up on recruitment-related paperwork, handling employment visa applications and conducting induction sessions for new joining colleagues. 
· Assisting colleagues with requests, feedback and providing support in emergency situations
Organisation: (August 2007 – May 2011)
Armed Forces Officers Club & Hotel,

Abu Dhabi

Personnel Administrative Assistant 
· Provided administrative support to HR Manager, such as handling telephone calls, receiving mail, compiling meeting minutes as well as maintaining colleague files, monitoring office supplies and making travel arrangements for colleagues
· Handled all aspects of colleague relations, including opening of colleague files, new joiner orientation, performance evaluations as well as exit interviews and closing of files for leaving colleagues
· Compiled and analysed various HR reports including employee movement reports 

· Issued health cards for colleagues and dependents as well as controlling over 1,500 colleague passports

· Maintained high confidentiality of colleague information at all times
· Handled colleague requests and feedback as well as reporting resolved and unresolved incidents to HR Manager
Cashier Supervisor - January 2006 - August 2007 

· Worked as cashier since January 2006 handling all cash/credit card/room closing. Worked several shifts as requested. 

· Promoted to Cashier Supervisor in January 2007 and supervised 12 cashiers and all the shifts including duty rosters, attendance, and any issues related to cashiering.
· Transferred to Human Resources as Personnel Administrative Assistant in August 2007

Organisation: (April 2001 - January 2006)
 K.G Information Services

 India

Medical Transcriptionist 

· Utilizing excellent awareness of medical terminologies and surgical procedures 
· Preparing an average of fifteen surgical and consultation reports per shift

· Ensuring complete accuracy and patient confidentiality for all reports
TRAINING EXPERIENCE: 



ADDITIONAL INFORMATION: 

Four Disciplines of Execution



Typing speed of 80 words per minute
Train the Trainer




Fluent in English, Hindi and Malayalam

‘Who Moved My Cheese?’



 
Managing Employee Development Programs


HONORS AND ACHIEVEMENTS: 
· Runner up for Colleague of the month Award at Yas Viceroy, Abu Dhabi

· Completed professional secretary courses 

· Member of the school level National Cadet Corps & Student Art Society
EDUCATIONAL QUALIFICATION: 
· Bachelor of Science - St. Aloysius College, Mangalore, India, 1997- 2000

· Pre Degree - K.G College, Pampady, Kottayam, Kerala, India, 1995-1997 

· 10th standard - Mount Carmel Girls High School, Kottayam, Kerala, India,1995

PERSONAL DETAILS:

· Nationality:      Indian

· Date of Birth:   20-Nov-1979

· Marital Status: Married

· Driving License: Available

REFERENCE:

Upon requests
Geena
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