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CLANCY 
AL NAHDA, DUBAI – UAE
C/o-Mobile: +971504753686


E-Mail: clancy.377179@2freemail.com 
PROFESSIONAL QUALIFICATION
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HR SKILLS
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CAREER CHRONOLOGY


AL MADANI GROUP OF COMPANIES – DUBAI, UAE 
HUMAN RESOURCE GENERALIST – 2014 TO PRESENT

· Provide assistance in Recruitment & selection process for all positions from senior management   vacancies to blue collar categories. 
· Provided assistance to Senior HR managers in various HR related works. 
· Conducted employee inductions for new employees. 
· Prepared offer letters, experience letter, leave settlement and various HR related works. 
· Coordinated with PRO for processing of employee visa & labor card. 
· Full knowledge of UAE LABOUR LAWS. 
· Enhancing reference checks for the new employees. 
· Make sure that all employee records are accurate and well maintained. 
· Responsible for recording all employee information such as personal data, attendance, benefits, compensation, tax data, holidays and leave. 
· Involved in the performance review of staff & arrange training programs for employees. 
· Maintained database & generated requested reports to assist management. 
· Updated employee database of 500 employees.
· Organized exit interviews, prepare full and final settlement as well as handling exit formalities for   resigned & terminated staffs.
· Search profiles from portals, screening the profiles and sending them to HR Manager.
· To get the approval of the candidates before sending the profiles to the Manager through telephone and sending a detailed mail about the openings to get other details.
· To arrange Face - Face interview.
· Follow up of the short listed candidates. 
· Ensure the accurate processing of staff appointments, transfers, promotions and terminations. 
· Collect, receive and reconcile invoices, tickets, receipts, and other documentation. 
ARIEL PRINTING PRESS – GOA, INDIA
ADMINISTRATIVE ASSISTANT- 2012
· Develop and maintain a current and accurate filing system.
· Monitor the use of supplies and equipment. 

· Coordinate the repair and maintenance of office equipment. 

· Assist the Executive Director and other staff as requested. 

· Provide the administrative services for the Executive Director. 

· Answer all incoming calls and handle caller’s inquiries whenever possible. 

· Re- direct calls as appropriate and take adequate messages when required. 

· Greet. Assist, visitors and the general public. 

· Receive, direct and relay telephone messages and fax messages. 

· Pick up and deliver mail. 

· Open and date stamp all general correspondence. 

· Maintain the general filing system and file all correspondence. 

· Assist in the planning and preparation of meetings, conferences and conference. 

· Telephone calls. 

· Make preparations for Council and committee meetings.
· Maintain an adequate inventory of office supplies.
· Respond to public inquiries.
· Provide word- processing and secretarial support.
RAYMOND PREMIUM APPAREL LTD. – ‘‘ The Raymond Shop ’’ – GOA, INDIA

CUSTOMER SERVICE REPRESENTATIVE
Raymond Premium Apparel is a premium formal wear brand which provides classic garments with impeccable fits and styles to the Global Indian.

· Greeting and welcoming customers in a friendly way.
· Ensure that each customer receives outstanding service by providing a friendly environment which includes greeting and acknowledging every customer, maintaining solid product, knowledge and all other aspects of customer service.
· Answer customer questions and provide information on procedures and resolve customer complains.
· Maintain an awareness of all promotions and advertisements.
· Assist in floor moves, merchandising, display maintenance and housekeeping.
· Assist in processing and replenishing merchandise and monitoring floor stock.
· Communicate customer request to management.
· Maintaining stock & arranging stock on sales floor.
· Setting promotion material and displays.
· Replenishing of stock & merchandising items.
· Handling cash and preparing reports on the daily sales.
· Maintaining a neat and tidy store.
· Any other tack as assigned from time to tome by any manger.
SCHOLASTICS



· JAIPUR NATIONAL UNIVERSITY

           Bachelor Degree of Business Administration 

· GOA BOARD OF SECONDARY & HIGHER SECONDARY EDUCATION 

           Cuncolim United Higher Secondary School – Goa India

· REGINA MATRYUM HIGH SCHOOL
          Secondary Education – Goa India 

· OTHER CREDENTIALS 

          IELTS preparatory course – Savarna Training Institue – Dubai, UAE 

          MS Word,  Excel, Power Point

          Windows 

          Internet

OF NOTE



  PERSONAL DEVELOPMENT: 
· Team player and as well as an individual performer with effective employee management and relationship skills. Motivated and dedicated to quality performance and achievement of tasks on time.
PERSONAL DETAILS


Date of Birth 


: 16th November, 1993

Language Known 

: English, Hindi, Konkani and Marathi

Visa Status     


: Residence Visa ( can join immediately )

Marital Status


: Single

Nationality    


: Indian

Religion             

: Roman Catholic
Interest




: Reading, Making Friends and Adventure
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HR Department Startup                     Employee Relations                           Orientation & On Boarding


Employment Law                             Dispute Resolution                             Performance Management


Staff Recruitment &                        Benefits Administration                       Organizational Development


Retention                                      HR Program                                       HR Policies & Procedures








Goal detail oriented with positive attitude and sense of humor.


Strong commitment to customer satisfaction.


Excellent interpersonal and communication skills.


Fast Leaner and can easily adjust to any working atmosphere.


Ability to handle multiple tasks and meet agreed upon deadlines for self and others.


Knowledgeable in computer applications (MS office, Excel, Internet, emails etc. ) 


Organized and has a strong time management.








