AREAS OF EXPERTISE 

· Administration
· Managing crisis situations 
· Resource vendor management 
· Business analysis 
· Project Delivery 
· Integration
· Managing crisis situations 
· Performance management 
· Absence management
PERSONAL SKILLS 

· Decision making 
· Communication skills 
· Leadership skills
PERSONAL DETAILS 

Sharjah,

UAE
UAE Driving License




Administrative /HR Services Professional
PERSONAL SUMMARY

A multi-skilled professional with good all-round Administrative skills. Very capable to deal with all the administrative needs of an organization. Goal- oriented professional MBA with strong communication and interpersonal skills, Effective critical thinking, organizational and planning experience, Strong work ethic with demonstrated success in both teamwork and individual situations. Strengths include quantitative analysis, planning, project management and program, execution.
Looking for a new and challenging managerial position, one that will make best use of my existing skills & experiences also further my personal development. 
WORK EXPERIENCE

Printing & Advertising Agency –Free Zone Sharjah   
Administrative /HR Officer                                 May 2015 – Till Date 

Working on projects and coordinating the efforts of the design and sales teams to get across the message of our clients to their target audience.

Duties:
· Provides administrative support.

· Monitors and improves office systems and procedures.

· Manages general correspondence.
· Provides excellent customer service, handling queries, advice and complaints to ensure customer satisfaction and repeat business.

· Identifies opportunities to enhance and strengthen procedures and policies, automating systems and improving efficiency of services, creating a more cost effective and lean organization.

· Creates and promotes effective partnerships and relationships between all staff levels throughout the office and company, allowing for easier and free channeling of information and relevant processes.

· Developing & improving existing HR procedures and processes. 

· Making sure that any promotions, transfers and pay rises take effect as planned.
· Dealing with redundancies, gross misconduct, and annual leave issues.
· Assisting in the short listing of suitable candidates from applications.
· Dealing and advising on disciplinary and grievance procedures.
· Assisting in the set up and maintenance of client & candidate databases.
· Conducting inductions for new employees. 
· Providing employment references for past employees.
· Organizing and arranging interviews for candidates. 
· Writing the terms of employment & contracts for new employees.
· Writing job specifications and designing job adverts. 
· Deciding which online job sites & newspapers to advertise jobs in.
· Conducting pre-employment checks on job applicants i.e. references, approvals, academic etc.

Cosmetics Manufacturing and TRD – Sharjah   
Administrative Services Manager         October 2012 – November 2014 

Responsible for the day to day administrative requirements. Responsible for daily correspondence with suppliers and customer. Provides administrative support to the CEO. Dealing with all of the administrative and recruitment needs & employment issues of the company. Ensuring the timely implementation of strategies and policies. 

Duties:
· Provides administrative support.

· Monitors and improves office systems and procedures.

· Manages general correspondence, postage, company documents, statements and reports.

· Provides excellent customer service, handling queries, advice and complaints to ensure customer satisfaction and repeat business.

· Identifies opportunities to enhance and strengthen procedures and policies, automating systems and improving efficiency of services, creating a more cost effective and lean organization.

· Creates and promotes effective partnerships and relationships between all staff levels throughout the office and company, allowing for easier and free channeling of information and relevant processes.

· Prepares and conducts searches on new customers at companies’ registry.

· Works with team members, as well as autonomously, in a variety of situations and circumstances.
· Developing & improving existing HR procedures and processes. 

· Making sure that any promotions, transfers and pay rises take effect as planned.
· Assisting in the set up and maintenance of client & candidate databases. 

· Conducting inductions for new employees. 

· Providing employment references for past employees. 

· Managing companies Warehouses.
· Conducting Periodically Physical Inventory.
· Managing Order Delivery in time and logistics.
 Ladies Council (Regd.) – Islamabad Pakistan   

Assistant Project Manager 
       
      2010–2012 

Managing day to day Administrative tasks with effective critical thinking, organizational and planning experience, and Strong work ethic with demonstrated success in both teamwork and individual situations. Strengths include quantitative analysis, planning, project management and program, execution.
Duties
· Responsible and accountable for the coordinated management of multiple related projects directed toward organizational objectives
· Build credibility, establish rapport, and maintain communication with stakeholders at multiple levels, including those external to the organization.

· Define and initiate projects, and assign teams to manage cost, schedule, and performance of component projects, while working to ensure the ultimate success and acceptance of the program.

· Maintain continuous alignment of program scope with strategic business objectives, and make recommendations to modify the program to enhance effectiveness toward the business result or strategic intent.

· Coach, mentor and lead personnel within a team environment.
	

	


PCWSS-P (Development Bank Project), Rawalpindi

MIS Executive


Rawalpindi, 2003–2008

Managed information technology resources for business. Maintained and updated all details of service agreements with clients. Measured and developed service level targets against Best in class benchmarks. Ensuring user notification of maintenance requirements and system availability. Maintaining confidentiality with regard to the information being processed and also providing on-the-job training to new department staff members. 
Duties

· Preparation of monthly Performance Status Reports to Senior Management Collate, Analyze and Present company performance details quarterly and half yearly.

· Provide information to management and meet weekly to ensure consistency in data and information across the company.

· Generate, maintain, analyze & present daily/ weekly/ monthly Sales, Quality and Client Service reports.

· Creating MIS/ Dashboard report and presenting it to the concern Department.

· Make company performance reports and analyzing them from company prospect.

· Review history of current reporting used analyze for time utilization, consistency and accuracy.

· Monitor implementation of MIS processes and evaluate their effectiveness.

ACADEMIC QUALIFICATIONS

· Master’s in Business Administration
· Certified HR Professional (United Arab Emirates)
· Strategic Sales Planning and Territory Management (United Arab Emirates)
First Name of Application CV No: 495708
Whatsapp Mobile: +971504753686 
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