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Deepali 
Email: - deepali.364999@2freemail.com 
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Career Objective
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A Challenging and performance oriented post with the scope for professional development as well as Attractive prospect in your progressive organization to broaden my horizon for a successful career.
[image: image4.jpg]



Employment Track Record
[image: image5.jpg]



HR Assistant – Emaar Hospitality Group (Contractual)
(December’16 – Janurary’17)
Duties & Responsibilities
· Oversees the human resource database. Ensures that systems records are accurately recorded and cross checked.
· Tracks and resolves problems and checks systems operations as scheduled.
· Ensures HR files and records are maintained in accordance with company policies and procedures.
· Processes employment verification forms and name change packets.
· Prepare recruitment lists and job postings.
Recruitment Specialists (Morpheus Consulting), Dubai U.A.E
(August’16 – December’16)
Duties & Responsibilities
· Screening Resumes
· Performing in-person and phone interviews with candidates.
· Performing reference and background checks.
· Coordinating interviews with the hiring managers.
· Following up on the interview process status.
· Completing timely reports on employment activity.
Operations Coordinator & HR Executive (BEKAIL Trading DMCC), Dubai U.A.E
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Operations Coordinator
(May’14-December’15)
Duties & Responsibilities
· Arranging for pick-ups and deliveries
Gather required data from internet, contact shipping companies and inquire about prices for shipping of goods and negotiate with shipping companies to arrange for shipment of containers to different countries.
· Documentations
Filing of sales order, invoices and shipping documents such as( bill of lading, airway bill) in chronological order.
· Updating sales reports on daily basis.
· Daily call report
o Number of calls made
o Specific types of calls
o Absence of certain types of calls
o Excessive numbers of certain types of calls
o Average length of call time
· Sales tracking report
o Decision-maker expresses interest in product or service
o Salesperson meets with decision maker
o Decision-maker participates in product demonstration
o Proposal submitted
o Sale closed/sale lost
· Sales orders
· Customer database
Hr Executive (February’15-December’15)
Duties & Responsibilities
· Recruitment
o Understanding the requirement and accordingly drafting a job description and getting it approved from the concerned person.
o  Sourcing candidates that match the desired skills
o Screening the candidates by conducting telephonic or personal interviews as the case may be.
o Communicating the employment status to the applied candidates. o Maintaining and updating the database of the candidates
· HR policies
o  Making or Amending the existing policies and procedures.
· Attendance and Leave Records
o  Keeping the track of the attendance of employees
o  Filling the leave forms and keeping a track of the leaves taken
· Workforce Management
o Handling the staff so that people are not dissatisfied with each other. o Handling cross cultural things
o  Other employee related issues.
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Key Management Skills
· Staff Management Training
· Excellent communication/co-ordination and interpersonal skills.
· Go-getter and Positive attitude.
· Outgoing Personality.
· Customer focus and Service Quality.
· Time management
· Ability to be organized and multi- tasking effectively.
· Negotiation

Academic Credentials
· Bachelors in Commerce from MDS University
· Diploma in Fashion Designing from INIFD
Computer Skills

Software/Application Operating Systems


: Microsoft Word, Excel, PowerPoint, Outlook, Tally 9.0
: Windows XP, Windows Vista.

Extra Curricular Activities

I love travelling & photography, meeting new people, and sketching.

Personnel Details

Date of Birth: 11th May1991
Nationality: Indian
Languages: Hindi, English
Visa Status: Father’s Visa
Driving License: Yes
Reference: Provided on request
Expected Salary: AED 4000-5000
