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PERSONAL SUMMARY

With over four and half year’s experience in Administration, HR & Financial & Marketing field, I have exceptional skills and experience in handling administrative functions. My excellent communication in public relations, problem-solving and leadership skills, combined with my fair knowledge of UAE Labour Laws ,Visa Processes, Employee Benefits, Recruitment & Selection & On Boarding Processes , makes me a highly valuable employee and team leader.
OBJECTIVE

To seek a challenging position with a prospective offering personal and professional growth in your esteemed organization and to be an integral part of a growth oriented team wherein I wish to consolidate upon my experience that I have acquired throughout my career and to contribute to the company’s profitability.

OCCUPATIONAL SCAN

Nov’1 2015– till date        Arabian Jerusalem Equipment Trading Company

        Location: Sharjah,United Arab Emirates
· HR Support :

· Maintain HR reports including employee information & database ,employee salary and increment history, managing employee personal files,employee leave records,resignation & termination records.
· Reward & Recognition Letters:
· Issuing Promotion Letters, increment Letters and Appreciation letters in line with the Mangement.
· Disciplinary Management Letters :

· Issuing Warning & Termination & Letters after viewing the overall performance in line with the management.
· Medical Insurance:
· Facilitate New Joiners with the company Medical Insurance Plan . 
· Additions & deletions of members to Insurance Policies as and when required in coordination with the Insurance Provider.
· Handling work related claims of employees.  

· Assisting the manager In the renewal of Insurance policies – Medical & Life Policy.
· Handling Medical Petty Cash for Work related Injuries of Workshop Employees.
· Bank Account:
· Arranging the required Documents & Coordinate with the pro for opening bank account for the workshop employees.

· Recruitment & Selection: 
· Job Adverts: Identifying cost efficient sources for placing job advertisements & processing them.
· Candidate Short Listing: conduct telephonic & initial interview and lining up for final Interviews with Department Managers and Management. 
· Employee Verification: Perform reference checks post candidate selection. 
· Offer Rollout: Releasing offers to selected candidates post negotiations on salary, allowances and other benefits. 
· On boarding: Follow the further recruitment procedure for on boarding a new joiner on his/her date of joining. 
· Offer Letters: Preparation of offer letter of each new joiner .
· Induction: upon joining inducting the new employee on the company policies, procedure and introducing to all departments & complete the other formalities during the induction process.

· Visa renewal
· Monitoring the Visa Expiry of Employees & Coordinate with the PRO for thier renewals.

· After receiving thier Emirates ID &  Stamped Visa updating thier records in the HR Database & E- Reminder Software. 

· Confirmation of Employees:

· Monitoring the Expiration of Employees Probation Period  & Prepare thier Appraisal form ,Once Confirmed by the concerned department head, prepare thier Confirmation Letter & Salary Revision if mentioned in the offer letter.
· Travel arrangements:
· Booking Air Tickets for employees entitled for Annual Leave & New joiners after taking Quotations from the agency and processing the LPO.
· Payroll Processing:
· Roaster assignment before payroll processing 
· Trade licenses:
· Monitoring the expiry of the trade licenses and coordinating with the pro for thier renewals.

· Secretarial Duties:
· Handling secretarial duties  at the reception in the absence of the  concerned person .

                    Duties include : Answering phone calls and redirecting them when necessary.
· Handling Courier services
· File and update contact information of employees,customers ,suppliers and external partners.

· Develop and maintain the filing system

· Check frequently the level of office supplies and place appropriate orders.
· Forwarding incoming inquiries to sales Department & Corresponding as appropraite.
· Drafting of Ivoices/Proforma invoices/Goods receipt/Delivery Orders/Quotations as as per the requirement of the sales person.

Jan’10– June ’12  
Padma Constructions as Admin Executive 



Location: Margao, Goa

· To assist with budget management and take responsibility for monitoring of income and expenditure, processing and coding of invoices and expenses by maintaining bookkeeping work.
· To filter incoming mail: sorting, redirecting and corresponding as appropriate.
· Schedules and coordinates appointments, meetings and events, including registration and travel arrangements as necessary. 

· Transcribe drafts, memos, resolutions and policies. 

· In charge of inventory control of stationery, paper (check and stock), sundries (check and stock) and issuing of purchase requisitions.
· To work co-operatively with colleagues in the Operations Administration team providing support and exhibit willingness to ensure successful; inter-departmental relationships.
· To project a professional company image through in-person and phone interaction.

· Prepare and file corporate reports for the company.

July’09– Dec ’09       Aegon Religare Life Insurance as Life Advisor 
                                   Location: Margao, Goa

· Responsible for achieving sales targets and profitability of the area.

· Motivated crew on a daily basis.

· Conducted competitive analysis and research with a view to increase market 
· Overseeing the accounting functions of the company and handling them efficiently.

· Preparing statement of bills.
· Maintained an optimum level of Customer Service and achieved maximum sales.
Nov 08’– Feb’09
Bajaj Allianz Life Insurance Company Limited as Student Intern



Location: Panaji, Goa
· Ensuring the smooth functioning of marketing operations.
· Maintaining excellent relations with guests to generate avenues for additional business & achieving greater customer satisfaction.
· Responsible for achieving sales targets.

· Organizing Insurance awareness programs.
Academic Credentials

· Have passed out Bachelor of Financial Services degree obtaining a First class from Goa University, in April 2009.

· Have passed out the HSSC from Agnel Ashram Higher Secondary (Goa Board) in March 2006.
· Have passed out the SSC exam with a First Class from Presentation Convent High school (Goa Board) in March 2004.
· Have attended a seminar on Money Matters 2007 on the theme Mutual Funds in the year Aug 2007.
· Professional Courses:
· Completed Financial Accounting Course-Tally 9 From Manipal Institute of Computer Education in June 2008.
SOFTWARE KNOWLEDGE
· Basic: - Tally, MS PowerPoint, MS Excel, MS Word, MSOutlook ,Internet.
ACHIEVEMENTS

· Have been awarded with a Certificate of Excellence and Trophy for achieving the Master level and becoming a Quickstart Qualifier at Aegon Religare Life Insurance in November 2010.
· Have represented the State at national level volleyball competitions held at Delhi (Dec 2004) and at Madhya Pradesh (Jan 2003).

· Have been a member of the winning team at Interschool Volleyball tournaments  from the year 1999 to 2003
· Have won certificates for securing highest marks at various subjects at the school level.

· Have interacted with many Top level Managers, advisors, financial consultants of various firms during the course of my Degree in BFS.

I hereby declare that the above information is true to the best of my knowledge.

