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Professional Experience 
May 2014- June 2016: Dubai First 
Sr. HR Generalist 
Dubai First was established in 2007 and is one of the leading consumer finance companies in the UAE, specializing in Liability, Loans and Credit Card products.
· Coordinating and assisting in post recruitment process like joining formalities –issuing offer letters, collecting documents for visa procedures, medicals and labor contract etc.

· Analyzing, planing, managing, hiringing, visa processing and onboarding of the hired employee.

· Ensuring that HR service provided meets the needs of company’s business.

· Following UAE labor law related to expatriates working in our company related to visa, passport, work permits, medicals and Visa stamping.

· Creating MIS data base and maintaining it.

· Providing superior and comprehensive administrative support.   

· Generating letters and documentation to support department directives and initiatives related to increments, transfers, promotions, bonuses,warning letters and termination letter for abscond employees. Issuance of reliving letter and service certificate to the exited employees.
· Cordinated and participated in WE FIRST, employee engagement programes.
May 2010-Feb 2014: Innovations Group , Dubai, UAE
HR Officer
Innovations Group helps identify and recruit talent so you can focus on growing your business while they take care of people. They specialise in providing permanent and temporary staff in areas of Sales, Distribution, Promotion,Technology, Accounts & Administration.
· Maintaining employee files and the HR filing system.

· Monitoring and maintaining performance management and improvement tracking systems.

· Corordinating employee orientation, development, and training.

· Counsiling and guiding managers before the execution of employee disciplinary actions.

· Promoting and developing feedback mechanisms for employees to influence the continuous improvement of HR services and process.

· Driving people process to ensure the employees’ capabilities meet current and future standards.

· Maintaining close contact with the HR team to ensure alignment with corporate and business unit HR and the HR generalist team.

· Distributing, monitoring and ensuring that employee performance evaluations are completed in a timely manner.

· Supporting the line management in forecasting and planning talent pipeline requirements.

· Contributing to the overall employee engagement process, by leading, communicating and reviewing related actions.

· Compensation and benefits administration and recordkeeping.

· Processing monthly payroll, create bank invoice, Compensation and benefits administration and recordkeeping.

· Application, Cancellation and Internal amendment of visas.
Jan 2008 – Aug 2009: Jet Airways, Mumbai/Chennai, India
Cabin Crew   
Jet Airways is India's premier international airline which provides you with one of the finest experiences across the skies. Their high standards of service and reliability, efficient operations and focus on innovation has enabled them to become one of India's favourite domestic and international airline.                     
· Catering to the needs and requests of above 140 passengers per trip.

· Educating the guests about life-saving measures in case of an emergency.

· Mentored trainee flight attendants.

· Reconciliating food order versus demand.

· Anticiping and forecasting additional customer requests.

· Prioritizing guest list. (Politicians, celebrities, prisoners, differently abled).

· Reporting guests’ headcount to the concerned parties.

· Informing guests about In-flight safety measures and first-aid, temperature and location.

· Ensuring essential accessories are compliant with safety and first-aid norms.

· Promoting business - Frequent Flier offers, Discount offers, Promotional Offers.
Skills 
· Benifits,payroll and Administration 

· HRMS and Database Management, Genralist Affairs, Policy and Procedures

· Decisive Thinker

· Collaborative

· Courage to challenge
· Team Building/Morale building

· Employee development and Training

· Confidential record keeping

· Contracts Negotiations

· Staff recruitment and retention

· Employee counseling
Acadamic Qualification

	MBA-Human Resources Management
	Cambridge International Qualifications, UK/
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	2016-2018

	B.Com (Commerce)
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	2009
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	2004



