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SUMMARY OF QUALIFICATIONS

· More than 5 years experience in HR Administration
· More than 3 years experience in the Real Estate Industry
· 2 years of experience in an Insurance company in Dubai, UAE
· More than 4 years experience in the field of Customer Service (Call Center)
· 5 years experience in Office works as clerk/receptionist.
· Knowledge in M.S. Office Software i.e. Microsoft Word and Excel, RERA, CRM (Salesforce), Oracle Database and Master Key.

PROFESSIONAL EXPERIENCE

Whissle Limited - March 2015 – January 2017

HR Administrator

· Has knowledge with visa and labour card processing.
· Assist all employees from different venues (Riva Beach Club, CLAW and OKKU)
· Keeps of all company legal documents, contracts and other important papers.
· Handles all HR related issues for all venues (Riva Beach Club, CLAW and OKKU)
· Handles payroll, attendance and ROTA for all venues (Riva Beach Club, CLAW and OKKU)
· Handles Trakhees Applications online (Visa application, Cancellation, NOC, Letters and Certificates)
· Handling the biometrics for all venue by adding new employees on the system and always check the system because it's connected with to everybody's attendance.
· Assist all employees with their bookings if they will go for vacation in coordination with the travelling agency used by the company.
· Assist all new staff hired outside UAE in booking their flights going to Dubai in coordination with the travelling agency used by the company
· Make reports for recruitment, leavers and new joiners.
· Handles induction and status changes for new employee
· Very familiar with Trakhees procedures especially for Riva Beach Club venue.
· Always coordinating with company PRO
· Assist in Employees Salary payments through WPS and bank application for salary prepay card and personal accounts.
Kendal Real Estate Broker - July 2013 - January 2015 Assistant Office Manager

· Has knowledge with visa and labour card processing.
· Prepares Lease contracts if necessary.
· Add all queries in CRM (Salesforce).
· Does purchasing of stationary, pantry and other office supplies.
· Does correspondences if needed.
· Do listings on Dubizzle, Propertyfinder, Bayut and other portals.
· Assist Marketing Manager on preparing internal database.
· Prepares RERA forms and update RERA System (Trakheesi) for the company.
· Keeps of all company legal documents, contracts and other important papers.
· Deals with monthly dues.
· Responsible for making Employees Salary payments through WPS and commission breakdowns.
FAM Real Estate Broker, Dubai UAE - Dec.10, 2011- July 2013

PA to the Managing Director/ HR-Admin Staff/ Sales and Leasing Administrator

· Handle all MD schedules and diaries every week.
· Update Oracle Database (tvp)
· Update masterkey (tvp)
· Post ads in dubizzle (tvp)
· Filing and keeping all documents in tact (act as document controller)
· Assist head of admin.
· Sales deal (dp)- prepare cif, ccf and invoice for dubai properties
· Sales deal- assist agent with mou
· Rental deals – prepare tenancy contracts and also assist the agents in coordinating with the landlord and tenant.
· Coordinate with pro for any visa processing or for any company license renewals
· Assisting agents for any documents they needed
Marsh Insco LLC, Dubai UAE - Nov. 2008 – Oct. 2010

Claims Administrator

· Handles Medical Claims for almost 50 companies.
· Received Medical Claims for assessment, enter claims on the system to generate Ref# which is used for settling the claims.
· If claims are incomplete we need to correspond with the member for the required documents.
· If claims are already entered we need to forward the same to the insurers for processing.
· Assisting the members in any query regarding their policy, educate and advise the member policy coverage.
· Acquiring/Obtaining approval from the insurers as per request by the member for any inpatient/day case treatment and other investigative tests as per the policy.
· Received cheques for the members after we settle the cheques at the system, then distribute it per member.
· Submit report for all the task completed weekly.
· Follow up pending claims weekly.
Advance Contact Solutions, Makati City, Philippines - Dec. 2004 – Aug. 2008 Customer Service Associate

· MCI Account (Telecom Service Provider), on this account, we accept calls from the US and explain to the client regarding their bills and brief them on how they can avail of services e.g. local and overseas call and other added features which are beneficial to them.
· DIRECT TV Account (Satellite Dish Network), on this account, we also accept calls from the US and attends to their bill inquiries as well as other services like how to avail of additional channels/programs to their account.
· DTAG (Dollar / Thrifty Automated Group Inc.), on this account, we attend to client inquiries regarding car reservations in the different locations within the USA.
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