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30 December, 2009 

Dear Sir/Madam,

It is with great interest that I am forwarding my resume for the post of Training Manager or HR Consultant for the organization you represent.

My record of academic achievements and professional career history, demonstrates attributes that make me a valuable employee. 

My Resume is enclosed to provide you with details of my skills and accomplishments, but I am certain that a personal interview would more fully reveal my desire and ability to contribute to your organization. 

Thank you for your time and consideration, and I look forward to hearing from you.

Thanking you,

CURRICULUM VITAE

PERSONAL INFORMATION

GENDER



Female




DATE OF BIRTH


14-01-1971
NATIONALITY


Indian


LANGUAGE



English, Hindi, Tamil and Malayalam
PERSONAL INTEREST

Reading, Dance, Music, Travelling
ACADEMIC QUALIFICATIONS
	Degree
	Year
	Institution

	Bachelor of Arts
(English Literature)
	1992
	Mahatma Gandhi University, India

	Master of Strategic Human Resources Management
	2009
	University of Wollongong, Dubai, UAE – (Distinction 82%)



TECHNICAL QUALIFICATIONS

	Course
	Year
	Institution

	Certified Training Administrator
	2005
	Oxford Management Centre, UK

	Advanced Skills for Personal Assistants
	2004
	MEIRC Training & Consulting, Dubai

	MS Office – Computer Applications
	1995
	Nadia Institute, Dubai

	Training in General Computer Applications in Airline Reservations
	1992
	ITATS, India


WORK EXPERIENCE

	Field of experience
	Years experience

	HR  Personnel Officer 
	4

	Executive Assistant
	10

	Counter Staff – Ground Service
	3


EMPLOYMENT DETAILS
	INSTITUTION - Chalhoub Group Website: www.chalhoub-group.com
Chalhoub Group, a family owned business, has a portfolio of over 200 luxury brands, a presence in 14 countries, and a workforce of over 5000 people and represents some of the finest international brands in the region.

	PERIOD
	July 2005 – June 2009

	POSITION 
	HR Personnel Officer 

	JOB DESCRIPTION

	Management

and

Leadership
	· Develop-maintain a professional human resources system that meets management needs.

· Represent organization at human resources related hearings and investigations.

	Organisational Development
	· Contribute in the development of short and long term organizational plans, gather, interpret and prepare data for studies, reports and for recommendations to the Management; coordinate departmental activities with other departments as needed in HR.

	Key Responsibilities
	· Conduct soft skills training for Sales Executives and Managers (Customer Service/Supervisory Skills/52 Week Retail Training/ Advanced PA and Training Administration skills trainings)

· Handle Group’s TNA and training evaluations.

· Devise and implement effective training methodology and review existing training procedures in order to identify loopholes and suggested necessary measures to ensure measurable goals.

· Develop and verify training manuals for the participants to ensure relevance and effectiveness.

· In charge of employee records, leaves and passports.

· In charge of employee relations and disciplinary actions.

· Responsible for HRMS approval of leaves, payroll and EOS.

· In charge of performance appraisals in alignment with the group’s performance appraisal policy.

· Responsible for monthly KPIs and turnover statements.

· Coordinate and carry out Induction for all New recruits
· Assist HR Managers in selection of employees in various positions

· Well versed in Targeted Selection Interview techniques

· Complete the selection process by preparing assessment briefs of candidates.

· Responsible for preparing Job analysis/ Job descriptions.

	Achievements
	· Created Group’s Title Roaster.

· Set up Chalhoub Retail Academy.

· Created a tailor made LMS for the Group’s Retail Academy.
· Developed Retail Academy’s Policy & Procedure and Quality Assurance Manual in accordance with NVQ standards.

· Written training manuals in accordance to NVQ standards.

· Developed 52 Week Retail training manual and trained Shop Managers and Shop Supervisors.


	INSTITUTION – CILT www.ciltuae.org
The Chartered Institute of Logistics and Technology (CILT) is a worldwide origination with an established international pedigree. With over 33,000 members working in 100 countries the CILT spans the globe. It is an organization that offers significant benefits to all its members, as well as complete suite of educational courses internationally.

	PERIOD
	November, 2009 onwards 

	POSITION 
	Trainer & Adjunct Faculty, CILT, Dubai

	JOB DESCRIPTION

	Key Responsibilities
	· Deliver Monday and Wednesday lectures on Managing Resources.

· Design and develop learning outcomes and course materials in accordance with the Module Guide provided from CILT, UK.

· Research, design and develop weekly lectures notes, reading material, case studies.

· Assist students on assignment/case study/final exam preparation.
· In charge of preparing final exam question papers in accordance with 
the CILT, UK standards.
· In charge of student’s assignment and final exam evaluation.
· Provide tutor feedback to students and UK office. 

	Module Topics Details
	· Management Theory and Practice

· Human Resources Management

· Organizational Structures and Relationships

· Communication

· Recruitment & Selection

· Training & Development

· Performance Appraisal


	INSTITUTION – University of Bolton www.bolton.ac.uk
United Kingdom’s University of Bolton in Greater Manchester, has received an excellent start with its new campus in Rask al Khaimah, UAE. The campus has over 150 registered students and offers a broad range of the University’s undergraduate and postgraduate programmes in Built Environment, Engineering, Business and Computing/Information Technology.

	PERIOD
	October, 2009 onwards 

	POSITION 
	Adjunct faculty 

	JOB DESCRIPTION

	Key Responsibilities
	· Deliver Friday lectures on Contemporary Management Issues and Strategic Human Resources Management.

· Design and develop learning outcomes and course materials in accordance with the Module Guide provided from Bolton, UK.

· Research, design and develop weekly lectures notes, reading material, case studies.

· Assist students on assignment preparation.
· In charge of student’s assignment and final exam evaluation.
· Provide tutor feedback to students and UK office. 



	Module Topics Details

(Contemporary Management Issues)
	· Management Theory and Practice

· Strategy & Strategy Planning

· Culture & Business

· Business Ethics & Diversity

· Corporate Governance

· Corporate Responsibility

· Globalization

· Demographics & Aging workforce

	Module Topics Details

(Strategic Human Resources Management)
	· Introduction to HRM

· Strategy , Strategic Management & Strategic HRM

· Culture, Strategy and Change

· HR Planning & HR Strategy

· Strategic Recruitment & Selection

· Strategic Human Resources Development

· Strategic Performance Management Systems

· Managing Employee Relations Strategically


	Corporate Training
	· Conduct Corporate trainings on topics:

· Community Partnership

· Advanced PA skills

· Communication Skills

· Customer Service


	INSTITUTION - Al Rostamani Group www.alrostamani.com
Al Rostamani Group, a family owned business with an employee base of 5000 has a diversified portfolio of businesses in high growth areas as trading, automobiles, travel, foreign exchange, financial services, property development, construction, building materials, infrastructure development, telecommunications and  information technology services.

	PERIOD
	October, 2001 – July 2005

	POSITION 
	Executive Assistant

	JOB DESCRIPTION

	Management

and

Leadership
	· Provided accurate, efficient and committed work office support to the Director  & CFO.

· Fixed appointments and made necessary arrangements for the meeting.
· Managed regular office work, daily commercial activity management, deal with management orders and documentation. 

· Attended the Annual General Meetings of the company to take meeting minutes.

	Organisational Development
	· Collection, consolidation and, validation of 

Management Accounts from Group companies and preparing Net profit statements on a monthly basis.

· Arrange monthly management meetings.

· Participate in meetings as and when required and prepare 

Minutes of Meeting.

· Prepare reports and variance analysis of each company 
on a quarterly, half yearly and yearly basis.

· Collection, consolidation, validation of Audited 

Financial Statements from all Group companies and 

preparing Net Profit Statements on a yearly basis.

· Act as a liaison to all group departments (HR, IT, AUDIT)

· Effective and timely reporting to enable accurate decision 

making.


	INSTITUTION – Belhasa Group www.belhasa.com
Belhasa Group, a family owned business founded in 1960, with staff strength of over 4,500 has diversified business interests ranging from Automotive, Industrial, Construction, Trading, Travel, Investment and Real Estate..

	PERIOD
	February 1996 – October 2001

	POSITION 
	Executive Assistant

	JOB DESCRIPTION

	Key 

Responsibilities
	· Self Correspondence.

· Decision making in general management issues.

· Executing management orders

· Participate in Sales , AGMs & Audit meetings.


	INSTITUTION
	Moscow Airways

	PERIOD
	December 1993 – February 1996

	POSITION 
	Counter Staff

	JOB DESCRIPTION

	Key

Responsibilities
	· Performed duties related to service provided to departure, arrival and transit passengers.

· Managed all formalities with passengers, corporate clients and sub agents and maintained good communication.
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