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Hafsah 
Career Objective:
Seeking a challenging role in a professional working environment which enables me to produce the best I am capable of, by applying my knowledge and skills and in turn to develop my career abilities.

Educational Qualification:
Masters of Business Administration (MBA)

Murdoch University, Dubai, SEP 2015 – JAN 2017

Bachelors in Business Administration (BBA)

Heriot Watt University, Dubai, SEP 2010 – May 2013

CBSE 12th Grade

Our Own English High School, Dubai, U.A.E

Professional Experience:
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Hire Rightt Executive Search, Dubai
June 2013 – July 2015

Talent Researcher

Hire Rightt is an executive search that provides specialist assistance in the region. Hire Rightt

specializes in providing a total solution to the organization’s HR needs.

Key Duties and Responsibilities:
· Managing the entire recruitment life cycle from candidate generation through direct sourcing, screening, interviewing and closing vacancy. 
· Planning of innovative recruitment strategies to meet the required number of Job Orders from our respective clients. 
· Develop a good understanding of client companies and their industries. 
· Sourcing candidates through appropriate channels (job portals, referrals, advertisements, networking and head hunting). 
· Advertising vacancies by drafting and placing adverts in a wide range of media such as newspapers and websites. 
· Updating the in-house employment database with current job descriptions, candidate profile and submission history. 
· Preparing monthly activity reports. 
· Responsible for generating weekly reports on the status of approved candidates. 
· Conducting reference check of selected candidates from their current and previous employers. 
· Handling recruitment for major clientele including Baker Hughes, Estee Lauder, DUSUP, PetroGas, HARSCO. 
Additional Responsibilities:
· Managing Payroll/ Salary Payment for the outsourced employees. 
· Taking care of the entire admin and visa and labor card related work (Application/ Renewal/ Cancellation) with the DMCC. 
· Preparation of contracts and letters including Salary Certificate, NOC and Employment Certificate. 
· Settlement of dues, at the time of cancellation. 
· Track invoices and ensure timely payment of invoices. 
Personal Information:
Date of Birth:
23rd September 1992
Nationality:
Indian

Marital Status:
Single

Visa Status:
Father’s Sponsorship
E-mail ID:
hafsah.374114@2freemail.com 
Valid UAE Driving License

