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OBJECTIVE

A young, organized, confident professional qualified with MBA in HR, currently working as HR Assistant in a reputed organization, who is able to work closely with various stakeholders to ensure a timely and efficient recruitment process in any HR department. With excellent communication skills and the ability to establish working relationships with various stakeholders at all levels, I am seeking an opportunity to employ my knowledge and skills that would aid in my career enhancement along with the growth and development of the company I work for. Having good administration and IT skills, and an extensive knowledge of database systems, I work with dedication to help achieve company goals and to take on more responsibility as quickly as possible. Right now, I am looking for a suitable position in a Human Resources Department, from where I can enhance my career.


EDUCATION AND QUALIFICATIONS

	2014 - 2016
	Annamalai University, Abu Dhabi campus

	
	MBA in Human Resources Management

	Aug 2014
	Training session - Certified Management Accountants (CMA) Part 1

	2011 - 2014
	Mahatma Gandhi University, Abu Dhabi campus

	
	B.Com in Computer Application

	2010 - 2011
	St. Joseph’s School, Abu Dhabi

	
	CBSE 12th Commerce

	
	Modules: Mathematics, Business Studies, Accountancy, English and

	
	Economics

	2008 - 2009
	Our Own English High School


CBSE 10th

Modules: English Communication, French, Mathematics, Science, Social Science


PROJECT WORK

Project in MBA (HR) (May - July 2016), Annamalai Univerisity, Abu Dhabi Project Title: Employment Retention Strategies at Bin Ham Oil Group

Role: Planning, collecting, organizing and presenting non-financial data obtained from an entity (a reputed firm in Abu Dhabi). Data was collected on techniques of employee retention, through various research methodologies such as direct interview, questionnaires, formal & informal meetings with employees, sampling, etc. Information collected included data on the employee satisfaction, motivation, loyalty & commitment levels, management policies to retain new and current employees and employee grievances. Possible retention

risk factors were evaluated in the study. The analyzed data is an important input for the HR department, for strategy planning and implementation relating to recruitment, training, development and remuneration of employees. A project report was prepared detailing my study on employee retention. The study has hugely helped me to gain a broader understanding on the real-life situations in an entity and practically relate it to the theoretical knowledge I possess.

Project in Accountancy (Nov 2012 - Mar 2013), St. Joseph’s School, Abu Dhabi Project Title: Financial Statement Analysis based on an organization in any industry Role: Planning, collecting, organizing, analyzing, interpreting financial data obtained from the particular entity selected (a reputed hair saloon in Abu Dhabi) and presenting in an understandable and comprehensive manner. Financial Statements of the entity for a particular time period were prepared, including the Journal, Ledger Accounts, Trial Balance, Statement of Profit or Loss and Statement of Financial Position. These financial statements were interpreted and whereby, meaningful conclusions were made.

Project in Business Studies (Nov 2012 - Mar 2013), St. Joseph’s School, Abu Dhabi Project Title: Management and its Functions based on a real-life example

Role: Completed a project on the general meaning and examples of management and the main functions of management. The prime management functions in general, along with those developed by renowned management researchers like F.W.Taylor (Scientific Management) and Henry Fayol (Modern Management) were explained in detail with specific examples for each of them, based on a real-life entity.


WORK EXPERIENCE

Control and Applications Emirates (CAE), part of Control and Applications Group (CAG)

Job Title: HR Assistant

Period: May 2017 till date

Job Description:

Assisting in the Pre-Employment processes (Recruitment, Training, Visa processing, Labour Contract).

Preparing Offer letters, Termination letters, Increment letters.

Sorting incoming resumes and logging them into appropriate Excel spreadsheets.

Completing and mailing out offer letters.

Applying for CNIA/Security Passes for all employees entering and exiting the project sites. Leading and working on the time-management software which integrates time-keeping of all employees of the organization.

Teamwork: Working proactively with other team members. Prioritizing activities for the best interest of the team when working on joint projects.

Formula One Etihad Airways Abu Dhabi Grand Prix (F1) 2016.

Company:
Vibes Events & Promotions, Abu Dhabi, UAE

Job Title:
Customer Service Team Member

Period:
November 2016

Role:


Registering
visitor
details,
printing
entry
badges,



and


ensuring



smooth

visitors’ access to the Yas Marina Circuit F1 Race.

Abu Dhabi International Petroleum Exhibition and Conference (ADIPEC) 2016.

Company:
Vibes Events & Promotions, Abu Dhabi, UAE

Job Title:
Registration Team Member

Period:
November 2016

Role:
Registering visitor details and printing attendee badges for exhibition visitors,

exhibitors and conference delegates.

International Exhibition for Security and National Resilience (ISNR) 2016.

Company:
Vibes Events & Promotions, Abu Dhabi, UAE

Job Title:
Student Registration Administrator

Period:
March 2016

Role:
Registering  visitor  details,  printing  badges  for  students'  supervisors,

processing for further verification.



and

Abu Dhabi International Petroleum Exhibition and Conference (ADIPEC) 2015.

Company:
Vibes Events & Promotions, Abu Dhabi, UAE

Job Title:
Registration Team Member

Period:
November 2015

Role:
Registering visitor details and printing attendee badges for exhibition visitors,

exhibitors and conference delegates.


KEY COMPETENCIES AND PERSONAL SKILLS

· Quick and accurate keyboard skills.
· IT Skills: ERP software Microsoft Dynamics AX, MS Office (Word, Excel, PowerPoint, Access), Hyper Text Markup Language (HTML).
· Excellent organizational skills that allow effective multitasking.
· Strong teamwork and leadership/project management skills.
· Excellent communication and prioritization skills.
· Able to communicate concepts and strategies clearly to colleagues.
· Manage time effectively, prioritizing tasks and able to work to deadlines.
· Team player.
· Self-motivation and desire to exceed expectations.
· Adaptable to changing environments.
· Results-oriented approach with keen attention to high quality, details and accuracy.
	PERSONAL DETAILS
	

	Gender: Female
	Date of Birth: 30th November 1993

	Nationality: Indian
	Visa Status: Residence

	Communication language: English
	Hobbies: Music, Movies and Outings


	DECLARATION
	

	I  hereby  declare  that  the  above  stated  facts
	are  true  to  the  best  of  my  knowledge.

	Abu Dhabi
	Jainy Sara Mathew


