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  Rizwan                                                             
Email: rizwan.381092@2freemail.com 
CAREER OBJECTIVE


Knowledgeable Human Resources Administrative Assistant with extensive experience in recruiting phone interview screening and reference checking. Highly organized, have strong attention to detail and capable of working with confidential information.

CORE COMPETENCIES


· Staff training and development
· Excellent persuasion skills

· Excellent Planning prioritizing and organizational skill 
· Good communication skills Microsoft office suite expert
· Good creative and critical thinking skills
· Adherence to company privacy and confidentiality policies

PROFESSIONAL EXPERIENCE

Chicago Management and Training Centre, Karama - Dubai


Business Development Executive, Sep 2017 – Till Date 

· Generate Positive lead/ Enquiry through Social Media and Telemarketing 

· Conduct seminar and do marketing about the product 

· Convince on call or in person to register for sales

· Arrange class room and trainer for Registered candidates

· Provided the training material and needed resources for the candidates

· Constantly update myself for the product and use that for marketing and sales.

· Find trainer for the course through Social media
· Invite them for a demo class & evaluate their performance
· Schedule and provide a batch of candidate's to them accordingly
· Constantly get feedback from the candidate's regarding the trainers  performance
3i Techso Technology, Chennai

Human Resources Administrator, Mar 2015 – Aug 2017
· Performed pre-interview phone screening calls to enable managers to focus on the most desirable candidates.
· Preparing various reports for HR Manager 

· Assisted in a review of all job descriptions to insure they were up-to-date and realistic.
· Maintained complete files and records of all employees and update records when necessary.
· Pays employees by calculating pay; distributing checks; maintaining records.
· Created a training database to manage current attendee correspondence, build historical information on individual training programs' success, and maintain a training record for individual employees.
· Attend meetings to learn about new policies or changes in current ones
· Answered department phones, take messages and routed them to appropriate individual when necessary.
· Coordinate with other department to ensure compliance with established policies.
· Operate and configure office supplies such as printer, photocopier, fax…
· Generate employee tracking reports each month
· Explain Human Resource policies and procedure to all employees.
KEY ACCOMPLISHMENT

· Updated manual records of all clients and then computerized the data by storing some in an online customer's database software.
· Good research skills attention to details
· Handles emails and postal correspondence with less than 2% error rate.

· Proficient with MS Excel, PowerPoint, Word and Outlook
· Fast learner who can quickly pick up the New process

· Fair knowledge about UAE Labour Law

EDUCATION


National Institute Of Science and Technology - Chennai

Diploma in Computer Science. 2009-2012

Bachelor of Computer Science,. 2012-2015

PERSONAL DETAILS


	
	
	

	Date of Birth
	:
	27/10/1993

	Nationality
	:
	Indian

	Gender
	:
	Male

	Languages
	:            English ,Tamil,Urdu,Hindi,Bengali [Read, write , speak ]

	Hobbies
	:            Listening Music,Mixing Music,Exploring New Technology

	
	
	

	Address
	:
	Al Karama, Dubai


DECLARATION


I do here by declare that all the information given above is true to the best of my knowledge and belief
