[image: image1.jpg]



Name


:
Renju 
Mobile: Whatsapp +971504753686 / +919979971283
Email


:renju.155994@2freemail.com 
Career Objectives

To join a reputed organization that would offer a challenging, stimulating environment along with scope for future career prospects, which would at the same time help in improving my talent and bringing out my full potential in my respective field.
Educational Qualification

	Qualification
	Institution / University
	Percentage
	Year 

	MBA
	Mahatma Gandhi University
	63%
	2010

	BBA
	Mahatma Gandhi University
	68.72 %
	2008

	12th 
	Higher Secondary Board
	52.17 %
	2005

	10th
	S.S.L.C.
	51.17 %
	2003


Area of Specialization in MBA
Human Resource, Marketing and Office Administration.
Computer Skills

· MS-WORD

·  MS- EXCEL

· POWER POINT
· ACONEX

· OASYS
Experience Detail


	M/s. Ghantoot Transport and General Contacting Est. | Abu Dhabi, UAE 
Position: Asst. Administrator /Document Controller




Duties and Responsibility:            

· Setting up and maintaining a employee’s Personnel Files.
· Answering Phone Calls, dealing with enquires and provide general information regarding HR procedures.

· Work Closely with Human Resources Analyst In recruitment Process.

· Schedule Board meetings and other general meetings.

· Perform office services such as filing of documents, ordering stationary, stocking of supplies and monitoring of equipment. 

· Make sure that all employee records and accurate and well maintained

· Organizing induction ceremonies and training for new staffs.

· Compiling the following data about employees: payroll – such as hours worked and time sheets.

· Involved in the performance review of staffs.

· Finalizing paper work for when a member of staff leaves employment.

· Assisting with recruitment and selection process.

· Managing a employees sickness records and paper work.

· Involved in the disciplinary and grievance procedure.
· Working with advanced mailing software – ACONEX
· Distribute incoming and outgoing mails.

· Greet and direct interview applicants to appropriate location

· Prepare payroll and overtime report for Board Meetings.

· Keep in touch with Main office, PRO Section and procurement section.
· Co-ordination and control of Engineering documentation, Suppliers Documentation, Sub-contractors Documentation with client/contractor as well as internal review and approval of S/C documentation.

· Input and verify posting of leave request
· Prepare Personnel Change reports for Administration

· Projects Handled 

· 1. Contract Title

:   AL Falah Community Development Infrastructure Works(Village 2 & 3)
· Contract Amount

:  AED 670,000,000
· Client

:  ALDAR PROPERTIES

· Consultant                   :  FLUOR CONSULTANT
· Duration                     
: 08 Nov 2010 to  31 Dec 2012
· 2. Contract Title

:   Ghantoot QA/QC Central Lab
· Duration                   

:   01 Jan 2013 to  Till Date
Training Attended
1. Course
: Aconex (Advance Mailing and Documentation Software)
           Description
: Aconex Online Document Management and Web Collaboration 

                                      Solution.
2. Course
: OASYS (Human Resource Management Software Solutions)
            Description
: OASYS Products combines architectural benefits of web technology 
  and flexibility of client server architecture in a set of robust tools for  

  managing the human assets electronically. OASYS helps  

  Organizations to analyse human asset’s strengths and vulnerabilities. 
  It serves as a great tool for all aspects of human resource management 
  Such as budgeting, recruiting, appraising, training management, 
  Manager self-service, employee self-service, workforce management, 
  Employee accommodation management and above all an automated 
  Payroll.

Personal Skills

Hard working, Comprehensive problem solving abilities, Ability to deal with people diplomatically, willingness to learn, Positive thinking. An effective communicator with excellent relationship building & interpersonal skills. Strong analytical, problem solving & organizational abilities. Possess a flexible & detail oriented attitude. Willingness to learn new process and a Positive thinker

Hobbies

· Listening to Music

· Riding Bike.

· Playing Football, Cricket and Tennis.

Personal Details

Date of Birth

:
03/07/1986 

Sex


:
Male

Nationality

:
Indian.
Languages known
:
English, Hindi and Malayalam.

Marital Status
:
Unmarried
Current Location      : 

Abu Dhabi
