Daffney 
PG Diploma in Human Resource, Bachelor of Education & Bachelor of Science having overall 6+ years of experience seeking JOB and immediately available in Dubai, UAE on Spouse Residence VISA
Dear HR Manager,

Dynamic & diligent job seeker in Administration/ Human Resource management

My name is Daffney. Over the years, I had the opportunity to work in multi-tasks including Administration, Human Resource which is my core skill. I am now looking forward to applying my skills and knowledge with your organization for a permanent and stable position.

Capable to control multitasks which are highlighted hereunder;  
Human Resource Management
Office Administration
Documentation management

Business Communication

Further, I am eager to show that my intelligence, competence, maturity, quick learning skills and enthusiasm will be a positive contribution to your Organization. I welcome the challenge to perform multiple tasks as well.
In addition, I possess excellent communication skills, which firmly believe to be a most valuable attribute in any position.

I am excited about the possibility of a personal interview at your convenience to further discuss my credentials with you. 

Best regards,

Daffney 
P.S. I would like to restate my desire to attend interview for the job opening. I am available immediately Thank you so much!

Enclosure: Resume

Daffney 



ADMINISTRATION & HUMAN RESOURCE - EXECUTIVE
Bachelor of Science, Bachelor of Education & PG Diploma in HR Management, 6+years of experience

[image: image2.jpg]




CAREER OBJECTIVE

Looking forward to a career that, provides an opportunity to enhance my professional knowledge in the field of Administration & Human Resource Management.
PROFILE HIGHLIGHTS
· Capable to handle Multitasking in Administration & Human Resource
· PG Diploma in Human Resource Management

· Capable shortlist & line-up candidates for interviews
· Maintain Database of Employee’s & Customer

· Certified in Typing & good at DATA-Entry
· Good in MS-Office
KEY SKILLS

· Quick learner, diligent and hardworking

· Ability to adapt to any environment & finding out the improvement in the process

· Highly reliable, hardworking & goal oriented

· Willingness to learn
· Good Communication skills
· Optimistic, confident and committed
CERTIFICATIONS

· Certification in English Typing 
· Certification in MS – Office
PROFESSIONAL EXPERERIENCE:
AJMAN (UAE)
HR cum Admin – Executive
JUL – 2014 to MAR – 2016

Job Profile

· Screening  job Applications
· Short-listing of applications based on Skills & Experience
· Coordination with Candidates

· Updating & sorting Human Resource Database 

· Maintain track record of HR Communication
· Maintain Annual Leave records & accrued retirement benefits

· Maintain HR document management
· Safe-keeping of Employee’s Passports

· Assisting to HR Manager in day-to-day HR activities

SUNFEAST INFOTECH COMPANY LLC, Dubai, UAE

HR cum Admin Assistant

MAY – 2011 to APR – 2013

Job Profile

· Maintain Employee’s & Customer database
· Data Entry
· Co-ordinating & assisting the customers
· Cash handling
· Maintain register for all the Incoming and outgoing documents/records
· Safe-keeping of Passports & personal information

· Maintain & handle HR related documents

· Handle Banking matters; Cheque Deposits, Collections & Cash withdrawals

· Co-ordination in document management

BERGER PAINTS INDIA LIMITED, Mangalore, India
Admin-Assistant



AUG – 2010 to APR, 2011
Job Profile 

· Maintain Employee personal records

· Update Employee’s daily Attendance & Leaves

· Maintain day-to-day Manpower reports
· Maintain & handle HR related documents

· Assist in Banking transactions; Cheque Deposits, Collections & Cash withdrawals

· Document management & Business Communication
MPHASIS - BUSINESS PROCESS OUTSOURCING COMPANY, Mangalore, India  

Process Executive 
SEP – 2008 to MAY, 2010
Job Profile 

· Analyze & process data transferred from UK clients

· Provide feedback on queries received

· Initiate & process data as per Standard process

· Reporting to Team-Manager

· General communication

I hereby, certify that, the above particulars are true and correct to the best of my knowledge. 
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Place: Dubai, UAE





____________________
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Preferred Location


Dubai, UAE





Availability to Join


Immediate





Work Level


Junior/ Middle level





Languages Known


English, Hindi & Kannada


_____________________


Personal Details


Date of Birth


27th December, 1983





Academia


PG Diploma in Human Resource Management, Bachelor of Education & Bachelor of Science





Marital Status


Married





Current Location


Dubai, UAE





VISA Status


Spouse Visa


Passport Validity


           valid Nov, 2020


_____________________


Computer Skills


Microsoft-Office





Daffney 


CV No: 792744
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