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Lubna 



      Lubna.355789@2freemail.com 
 
Strategic Planning / Delegation & Leadership Style / Relationship Management

Dynamic, with proven abilities in Human Resource Management with a Excellent Work as A Recruitment Executive and demonstrated success driving growth in highly competitive markets. A self motivator and analytical thinker in improving performance. Exceptional Leadership Qualities. Tenacious in building new Growth, securing Client loyalty and maintaining strong relationships with external business partners and internal Staff.
· Core competencies includes:
· Strategic Market Analyser / Understanding Candidates
· Championing Change / Innovative ideas for recruitment

· Market Research / Works in Collaboration / Organisational Leadership

· Focused / Good in Decision making / Quick Learner










Professional Experience       
Currently unemployed since last three and half years (May 2013 – Present) as I was on a maternity gap after delivery. Being a full time mother of two since then, but I am equally excited and enthusiastic to start working again as my kids have started schooling and settled. 









HR / ADMINISTRATION ASSISTANT MANAGER











November 2011 – April 2013









PACIFIC TOURS AND TRAVELS, NAVI MUMBAI, INDIA.
Pacific Tours and Travels is a company based in Navi Mumbai, India, it deals in Domestic and International Ticketing. Also, Domestic and International tour packages and other ancillary services operating since 2001.
· Responsibilities:

· Ensuring the department complies with all recruitment Policies, Laws, & Regulations.
· Writing up professional job adverts.
· Putting together new employee starter packs. 
· Setting up, monitoring and then tracking employee probationary periods. 
· Carrying out background and reference checks on prospective employees.
· Acting as the first point of contact for anyone enquiring about a vacancy.
· Keeping track of any employee anniversaries and awards they are due. 
· Maintenance of the HR records and systems.  
· In charge of full employee life cycle from recruitment, induction to exit, and for providing full administrative support to the Management. 
· Handling all confidential information in a professional manner. 
· Negotiating with candidates, employers and related third parties.









      
HR / ADMINISTRATION OFFICER

                  







August 2009 – August 2011

   








SILVERTECH MIDDLE EAST FZCO, JEBEL ALI
Silvertech Middle East FZCO (A Division of Silvertech International, PLC.), is an international engineering firm specializing in the design of Process Control Systems, Industrial Automation Systems, Supervisory Control and Data Acquisition (SCADA) Systems, Critical Control Systems for High Integrity Safety Application (ESD: Fire & Gas), Motor Control Centres (MCC) and it is a joint venture company formed between Silvertech International PLC (UK) & the Tamimi group (KSA), established with the sole purpose of supporting the Gulf region – United Arab Emirates, Qatar, Bahrain, Oman, Kuwait, Saudi Arabia, Iran, Iraq (www.silvertech-me.com)
· Responsibilities:
· Responsible to process the Visas (Employment, Residence, Visit) for all employees including the new joiners.
· Taking care of Employee Medical Insurance New Enrolee’s / Cancellation / Claims. Manage Insurance claims files and issue reports.
· Maintain and track residence renewal of each employee.
· Reminder of employee’s passport and visa renewal.
· Assign PRO responsibilities: JAFZA Visits / Banks / Travel Agent / Immigration / other office duties.
· Preparing letters to the bank: NOC letter, Salary Certificate, Salary Transfer, Employment Certificate.

· Keep track of Bank Guarantee in JAFZA.

· In charge of new hire employees logistic ( hotel accommodation, air tickets, transportation, sim card, telephone lines)

· Assisting new hire employees to open their new bank account.

· Keeping and updating database with various information.

· Preparing cash advances of employees when request comes up for leave advances, housing allowance, annual ticket encashment and forwarding it to accounts department for cheque issuance.

· Approving the expense claims submitted by the employees with the receipts attached i.e. used for official / business purpose only.
· Keeping a copy of the important files for the payroll and salary adjustments.

· Taking care of the Time Attendance Machine, and daily tracking of employee’s regular attendance.

· Preparing the month end reports to be forwarded to Accounts department.

· Filing timely and properly of documents related to Administration and legal for easy tracking.

· Place order for car lease, hotel room reservation, ticket booking.
· Maintaining database and employee personnel files.
· Draft reports, memos, faxes, letters and other documents essential to the HR Department.

· Liaise with clients like hotels, head-hunters and other suppliers / service providers regarding products / services needed for the organisation’s operations.
· Updating and maintaining Company policy and adapting changes when required.

· Orienting and updating employees on Company policies.

· Solving and handling all employees’ issues and concerns.

· Keep track of employees end of probation and send a reminder to their HOD for conducting appraisal if the employee pass their probation or need to be extended or not.
· Issuance of End of Probation certificates to confirmed employees based on Department heads approvals.

· In-charge of joiners / leavers list, which requires daily updating of records based on new recruited / resigned / terminated employees.
· In-charge of the development and implementation of the process of departure of leavers.

· Involve in the process of People Joining for the administration part (allocation of Employee ID numbers to new joiners, visa preparation)
· Issuing employment contracts after the employees pass their probation period.

· Keep Confidential and delicate information.
  
EXECUTIVE SECRETARY - 6 MONTHS
 
  
  Reporting to CEO / MD / GM 
  UNITED AVAITION SERVICE – DAFZA
United Aviation Services (UAS) provides flight services to any destination in the world. With more than 29 network offices, providing prompt, efficient service wherever you may be.UAS is strategically linked to key destinations in Africa, Europe, Asia and North America. In May 2001, one year after UAS was launched; the company was singled out as the Fastest Growing Company in the Aviation Industry by the UK-based Institute of Transport Management. This rapid expansion prompted us to open a new headquarter complex in February 2005 at the Dubai Airport Free Zone, adjacent to the Dubai International Airport. 
· Responsibilities:
· Provide personal administrative support to the CEO, Managing Director & General Manager.
· Duties include general clerical, receptionist and client based work.
· Project a professional company image through in-person and phone interaction.
· Prepare correspondence, reports, and materials for publications and presentations. 
· Setup CEO, Managing Director & General Manager’s travel arrangements.
· Setup accommodation and entertainment arrangements for company visitors. 
· Maintain CEO, Managing Director & General Manager's calendar.
· Prepare and maintain CEO, Managing Director & General Manager's expense report. 
· Setup and coordinate meetings and conference. 
· Create, transcribe, and distribute meeting agendas and minutes.
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.
· Sign for UPS / Fed Ex / Airborne packages. 
· Research, price and purchase for office furniture and supplies.
· Coordinate client-based work. 
· Supervise support staff.







HR – SENIOR RECRUITMENT ASSITANT
                    






 
2007 - 2009

   







FIRST SOURCE SOLUTIONS LIMITED
Firstsource Solutions Ltd is a leading Global Provider of Business Process Management Services. It is listed among Rising Stars – the world’s top Business Process Outsourcing (BPO) companies (IAOP) & ranked among top 5 in annual listing of BPO companies (NASSCOM). Firstsource offers the benefit of the global delivery model across 36 world class centers & over 18500 employees across India, UK, USA, Argentina, Philippines. Recently recognised for Innovative Recruitment at second position among other top BPO’s 
· Responsibilities: 
· Handling a Team of 10 HR Associates.
· Managed Internal Sourcing Team & External Sourcing Team. 
· Managed a major sourcing channel Employee Referral Program as a SPOC which is called as TOMTOM in Firstsource – Firstsource employees refer their friends for a job at Firstsource & in return earn Incentives for Successful Referrals (Joiners). It is backed up strongly by various schemes launched from time to time.
· Scheduling daily Team Briefings, Setting up Team Targets & helping team to achieve targets with innovative ideas for sourcing.

· Worked for In-house head hunters – Job portals, Job fairs, Advertisements, Campus hiring, etc.

· Recruiting candidates in BPO (International / Domestic) Sector. 

· Keeping a track of Placement Agencies, providing them the updates & making their monthly Invoice.

· Maintaining MIS report keeping a track of Candidates who have joined.  

· Preparing LOI (Letter of Intent) & Offer Letters for the shortlisted Candidates.
· Maintaining good Relations with the Clients.
· Pre-screening the candidates for Interview & Conducting the First Speech Activity Round (FSA).
· Maintaining good relationship with the employees & rectifying their queries. 

· Motivating Team to achieve their monthly Target.
· Co-coordinating Telephonic Interview Round & Maintaining MIF (Management Information System), SDF (Selection Data Form), APS (Applicant Profile Sheet)
· Making weekly reports of the Team Performance & Sending report to all Senior Managers.

· Maintaining Database for all walk-in candidates.

· Worked for Administration Department for beginning 6 months as Administrative Assistant with responsibilities: - Answer telephones and transfer to appropriate staff member, Meet and greet clients and visitors, Create and modify documents using Microsoft Office, Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing, Setup and coordinate meetings and conferences, Maintain and distribute staff weekly schedules, Provide office orientation for new employees, Setup accommodation and entertainment arrangements for company visitors.
· ACHIEVEMENTS:

· Outstanding Contribution towards Innovative Recruitment & the Best Performer for Achieving Targets (Certificate Received)
· Completed detailed UAE Labor Law Training, 2011 – by a certified law trainer (Certificate received)
Education & Training
·  BACHELOR OF COMMERCE, 2008 – Mumbai University, Mumbai, INDIA
·   Specialization


: 
CC+, Microsoft Office, Internet Operations and all Documentation. 
·   Operating System 
: 
Windows 9x/2000/Me/XP/Vista
·   Typing Speed 

: 
55 words/minute or more.
·   Administration 

: 
All kinds of Administration work.
# OBJECTIVES:
To prove myself in a challenging position of responsibilities that would stimulate and sharpen my skills and     establish me as an asset to my employer.

