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POORNA
POORNA.353844@2freemail.com  
Visa Status: Husband Visa

Valid UAE Driving License

Availability: Immediately                                   

AREAS OF INTEREST



Administrative / Human Resource Executive/ Personal Secretary position with a company that will benefit from a confirmed ability to manage and supervise personnel’s.

CAREER SUMMARY 

Administrative support professional with more than 8 years of experience; adept at working in fast-paced environments demanding strong organizational, leadership and interpersonal skills. Committed to exceptional customer service and driven by challenges. Detail-oriented and resourceful in spearheading, organizing and completing projects; ability to multitask effectively.                                                                                   
• Planning/Organizing
• Problem-solving ability

• Flexibility
• Teamwork

• Interpersonal abilities
• Management

• Responsible
• Good in written & oral communication

EXPERIENCE SUMMARY



Administrator – WWC Feb. 2012 to Dec. 2016
Dubai Rulers SHP Court, UAE (SHEIKH HAMDAN PALACE)
Duties and Responsibilities: 
· Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures;
· Promoting equality and diversity as part of the culture of the organisation;

·     Record minutes of meetings and execute important letters for staff and managers, drafting official letters, updated essential employee spread sheets, maintained personnel files and compiled required documents for employment. 
·     Met with managers to check on client and staff allocations weekly and scheduled and emailed employees details of stock counts.
·     Carry out internal departmental surveys to improve communication and service in the company and work with senior managers on important projects and whilst maintaining confidentiality
· In charge of clerical staff to completes projects by assigning work and follow up to achieve good company results. Arrange essential mail in priority action order for department

· Liaised with management trainees in terms of their contracts, travel and accommodation.
·    Dealt with receiving and sorting registered mail and couriers, maintained log sheets, arranged for prompt cheque collection and payment follow up and maintained cleanliness of meeting rooms.
·    Solved clashes on the staff planner seeing that the resource assessment checks that reviewed office requirements versus resource availability were accurate and also reviewed monthly staff productivity reports.
· Preparing staff handbooks;

· Advising on pay and other remuneration issues, including promotion and  benefits;

· Undertaking regular salary reviews;

· Administering payroll and maintaining employee records;

· Dealing with grievances and implementing disciplinary procedures;

· Developing with line managers HR planning strategies which consider immediate and long-term staff requirements;

· Planning, and sometimes delivering, training - including inductions for new staff;

· Analysing training needs in conjunction with departmental managers.

HR Coordinator cum Secretary - 2008 to 2012

Al Rostamani Group L.L.C., Dubai  
Duties and Responsibilities:

· Coordinated with various team to maintain efficient recruitment process and evaluate all applications and perform phone interviews and screen all candidates and participate in all jobs fairs and other associated events. 
· Coordinated with HR Generalist to compile all information for salary and job offers and manage all correspondence with employees and prepare required paperwork and manage an efficient applicant system. 
· Designed all sourcing strategies for advertising procedures and coordinate with HR team to implement all recruitment strategies and assist all management with various employment processes. 
· Responsible primarily for successful implementation of SAP, providing functional expertise, guidance, presentation, and instruction on SAP products. 
· Evaluated all employment processes and recommend improvements if required to various departments and participate in recruitment committee for site and maintain knowledge on all human resource practices. 
· Administered participate in SAP Business All-In-One implementations and update data for all new hires into same and provide administrative support for all activities to human resource director. 
· Planned and implemented all events for associate services and monitor overall performance for all activities and coordinate with vendor to perform troubleshoot on all processes. 
· Monitored all new hiring process and maintain regular follow up with employees and ensure work within required deadline and organize and prioritize all data within required timeframe and manage all verification process and maintain personnel files. 
· Managed all queries for human resource department and ensure timely response for same and screen all candidates for telephone interviews and manage all projects for department. 
· Monitored effective implementation of all company recurring activities and supervise performance to evaluate results as well. 
· Administered all job postings and ads and evaluate internal staff website and manage all communication with staff members in SAP modules.

· The  implementation and support of SAP modules to enhance the clients and consultant  functions and overall performance, while maintaining a high degree of customer satisfaction 

Temporary Project Based Experience:

Admin. Executive April 2005 – June 2005

Sharaf Shipping Agency LLC, Dubai
Duties and Responsibilities:

· Prepared and edited correspondence, communications, presentations and other documents

· design and maintain databases

· Filed and retrieved documents and reference materials

· Conducted researched, collected and analysed data to prepare reports and documents

· Managed and maintained executives' schedules, appointments and travel arrangements

· Arranged and co-ordinated meetings and events

· Recorded, transcribed and distributed minutes of meetings

· Monitored, screened, responded to and distribute incoming communications

· Answered and manage incoming calls

· Received and interacted with incoming visitors

· Liaise with internal staff at all levels

· Processing customer orders. Entering customer orders in the SAP system, communicating manufacturing requirements to Production department and sending order confirmations to customers.

· Handling customer calls / queries related to order status, product availability, price etc. 

· Maintaining various price lists in the SAP system

· Arrange deliveries according to customer requirement in coordination with sales team, production team and warehouse team

· Preparing shipping documents for export shipments

· Interacted with external clients

· Co-ordinated project-based work and customer service-focused with strong desire
· Reviewed operating practices and implemented improvements where necessary

· Supervised, coached and trained lower level staff

Executive Assistant (Permanent) Dec. 2004 – March 2005
EPPCO LLC, UAE
Duties and Responsibilities:

· Produced information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Conserved executive's time by reading, researching, and routing correspondence; drafting letters and documents; collecting and analysing information; initiating telecommunications.

· Maintained executive's appointment schedule by planning and scheduling meetings, conferences, teleconferences, and travel.

· Represented the executive by attending meetings in the executive's absence; speaking for the executive.

· Welcome guests and customers by greeting them, in person or on the telephone; answering or directing inquiries.

· Maintained customer confidence and protects operations by keeping information confidential.

· Completed projects by assigning work to clerical staff; following up on results.

· Prepared reports by collecting and analysing information.

· Secured information by completing data base backups.

Senior Executive Secretary (Sr. Cardiac Consultant) April 2002 to Oct. 2004

Manipal Hospital Bangalore India
Manipal Health Check & Dental Department - June 1994 to March 2002

Bangalore India







Assignment Based Jobs:(on part-time basis while studying in college)
Manipal Hospital Bangalore India


June 1994 – August 1996
Evening OPD Manager on Duty 


2 years, 2 months

EDUCATION AND CREDENTIALS



Bachelor of Science in Computer


St. Agnes College, Mangalore, India

Diploma in Computer Application 


Aptech Computer Education, Mangalore, India

Certified Logistics& Supply Chain Management Professional


Zabeel Institute of Management & Technology, Dubai UAE

Completed training in Certificate Human Resource Professional


American Institute of Business & Management, US

Completed Certification in Human Resource and Recruitment 


UK

SPECIAL SKILLS



Language:

English

Hindi

Kannada 
PROFESSIONAL REFERENCES
Available upon request

