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ANKITA 

E-Mail Id: ankita.374156@2freemail.com 
OBJECTIVE

In Quest of challenging assignments with key focus on Human Resource Management & Administration with an organization of repute, preferably in UAE. 
EXECUTIVE SUMMARY
· A dynamic professional offering 2 years of experience in HR Administration , HR Coordination,Recruitment and Placement - Coordinate and communicate with clients for new opportunities, General Administration, Recruitment, Compile and update database, Assisting HR activities, Induction and Orientation process, Training and development, Grievances handling and Retention, Employee engagement and Employee relation, Knowledge of UAE Labour Laws and Human Resource Management.
· Master’s degree with reputed university (INDIA) in 2013. 

· Worked with IIPT AUTOMATION as HR Executive since 2 years.
· A versatile, high-energy professional and strong organizational skills with the ability to multi-task, targets oriented approach within time schedule. 

· To enhance my working capacities, professional skills, business efficiencies and to serve my organization in best possible way with sheer determination and commitment.

· Abilities in handling multiple priorities, with a bias for action and a genuine interest in personal and professional development.

               ORGANIZATIONAL EXPERIENCE



Aug’15 – May’17     

  HR Executive 
  
IIPT Automation Company 
Roles & Responsibilities:

Job Profile (HR Executive):
· Responsible for office management and documentations.

· Planning and identification of manpower requirements in consultation with different functional head, monitor and review the efficiency for the same.
· Talent sourcing, acquisition, recruitment through various channels (Job Portals, Social networking sites, References, Databases and Walk-ins).

· Screening the profiles and conducting the initial assessment through telephonic mode.
· Briefing the candidates about the job profile, job location and the other details.
· Scheduling face to face interview and checking the interest level of the candidate towards the company, and as per the requirement specifications. 
· Managed selection process followed in organisation.

· Responsible for completion of all the joining formalities entailing collection and verification of documents for the candidates.

· Preparing Daily and Monthly manpower and recruitment reports.

· Responsible for maintaining and updating the employee database (both in soft copy and file management).
·  Handling in coordination of HR and Administration duties.
· Responsible for assisting HR activities like employee’s induction and orientation  process , training and development process, grievances handling ,retention process, employee engagement and employee relation, compliances ,Knowledge of UAE Labour laws, etc. 
Job Profile (Placement Manager):
· Responsible for Recruitment for different clients.
· Maintain employees, candidates, clients and company records.    
· Sourcing New Companies through Networking.

· Generate openings, Identifying post training placement opportunities for candidates.

· Coordinate and communicate with the clients and candidates on regular basis over the phone and with emails.

· Interacted with various corporate human resource departments to understand     current vacancies. 

· Responsible for aligning the candidates with clients for organizing and conducting interview. 
·  Solving the queries of the candidates if any and taking the after interview feedback from Candidate as well as the client.

· Follow up with their joining date, offer and appointment letters.
· Managing the entire placement operations encompassing preparing fitment of candidates, negotiating and finalizing Offers.
· Responsible for creating Offer/Appointment Letters of prospective employees or candidates.
· Preparing Daily and Monthly recruitment reports.
· Maintain placement data base and Capture feedback of students on ongoing basis.

· Regularly publishing vacancies on company sites and maintain all its social sites.
ACADEMIC QUALIFICATION

·  Masters in commerce from IGNOU in 2013.
·  Bachelor in commerce from Lakshmi bai college (Delhi University) in 2009.
·  Intermediate from S.L.S D.A.V Public School, Delhi in 2006 with 83.75%.
IT FORTE

· Office Automation (Word, Excel, Power Point)
EXTRAMURAL ACTIVITIES

· Worked in Common Wealth Games, 2010 for 45 days as Accreditation Coordinator.
· Participated and won various cultural events & sports events held at school and college level.

· Actively involved in the management of various events.
STRENGTHS
· Ability to work independently with minimal supervision.

· Good communication skills & corporate etiquette.

· Strong attention and Positive attitude.
· Great zeal to learn new technologies and new things.

· Excellent time management & Team Spirit.
PERSONAL DOSSIER

Date of birth            :         12th Nov, 1988
Marital status           :         Married
Nationality               :         Indian
Address                   :         Dubai, UAE    

Language known      :         English, Hindi
Passport                  :         Available & Valid till 2025            
Visa Status              :         Husband Sponsored Visa
Salary Expectation    :        According to industry norms

DECLARATION
I hereby declare that all the details given above are true to the best of my knowledge and belief.
Date:

Place:
                                                            
                    Mrs. Ankita 
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