Nasiba 
Seeking managerial position in HR & Admin Operations,General Management roles
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SUMMARY

Multifaceted, result oriented Human Resource and Administrative Professional with eight years’ experience in UAE, in diverse business environments with strong organizational, technical and interpersonal skills.  Possess strong public relation and customer service skills, ability to interact with cross-functional departments, with high degree of professionalism, discretion and problem resolution capabilities.

EXPERIENCE
Modular Concepts LLC



                      Dubai, UAE

Hospital Design & Build Company specialized in pre-fabricated offsite- modular construction, medical engineering, medical equipment, MEP, carpentry& allied engineering services with corporate office in Dubai and branch offices in Oman & India.

Management Representative, 

  Mar 2013 till date
Admin & HR Manager

· Budgeting and Manpower Planning in line with business expansion. Developing / implementing new recruitment / selection policies as per staffing projections. Drafting job descriptions based on job analysis. 

· Defining HR processes and policies for the Organization from on boarding to exit.

· Handling complete Performance Management cycles including KRA setting, performance review, increment, bonus and promotion and skill matrix for workers. 

· Handling employees day-to-day queries related to joining, compensation, performance appraisals, company policies/procedures/guidelines, exit, etc.  

· Preparing Employee engagement calendar, reward and recognition schemes and driving employee engagement activities like SKIP level meetings, Festival celebrations, Employee Satisfaction Surveys etc. 

· Conduct periodic employee connect sessions via office visits and communication meets; reporting observations to Management for necessary action.  

· Assist with the monitoring of the company salary structure and the variable pay systems within the company including overtime, compensatory off, bonuses and raises. 

· Payroll processing backup support. Partners with accounting and payroll to maintain error free payroll database. 

· Responsible for HR analytics e.g. attrition, headcount etc. and ensure availability of information on HR system at all times. 

· Responsible for employee facilities viz. accommodation, transportation, and manpower transfers based on project requirements. 
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Coordination with PROs for new / renewal / cancellation of visas and planning for the new employment visas based on recruitments.
· Group Medical Insurance for company with best network coverage for hospitals, clinics and pharmacies. 
· Safe custodian of confidential documents, tenancy contracts, property documents, workmen compensation, legal documents – employees, vendors. 
Management Representation 
· Closely working with Top Management, arranging schedules & meetings with internal & external parties. 
· Ensuring two way communications in place for inter departments, where direct involvement of management is restricted due to their busy schedules.
· Assisting the Management in taking critical decisions, by means of providing informative and neutral reports. 
· Proactive in handling company legal cases for internal & external parties to ensure that the confidentiality is maintained. 
· Direct Travel arrangements and process of different visas viz. UK tourist / visit visa, Schengen visa for different countries for Management  (Business / Exhibition purpose) & staff (business, exhibition & training purpose) and Indian visa without the involvement of external agencies / agents. 
Key Accomplishments
· Keeping track of company trade license status for WPS block & renewal of labor contracts on time without fines. 

· Successful implementation of SAP HR Core Module in organization. 

· Established and handled the HR department in a start-up establishment within few months of joining. 
· Launched internal recruitment function, which resulted in significant cost savings for blue collar work force and tied up with online job portals reducing recruitment expenses equal to one month salary for each position and turnaround time from 30 days to 20 days and even one week. 
· Handling travel management & visa processing (visit / tourist) for business meetings / exhibitions for Management & staff resulting monthly savings upto AED 10,000/-. 
Technoflow Trading LLC 


 Dubai, UAE
Engaged in marketing, sales and servicing of HVAC Equipments and Valves. A sister company of CMS Global LLC, AC manufacturing company with diversification in HVAC and Electrical Testing & Balancing, Building Services with HO at Dubai & branches in GCC. 

Assistant HR Manager, Generalist                               Jul 2012 to Feb 2013
Jaleel Holdings LLC




        Dubai, UAE  
Leading Trading Company with wholesale, retail & FMCG distribution chain
Assistant HR Manager, Generalist  Jun 2009 to Jun 2012
Vah Magna Retail Pvt. Ltd.                                                Hyderabad, India 
A leading retail group with 100 outlets in Hyderabad, India 

Mall Manager, HR & Admin Operations               Jul 2006 to Feb 2009
· Guiding and developing Human Resource Team consisting of 15 executives and reporting to HR Group Head. 

· Manpower planning with senior management / category heads within the budget.
· Control over the expenses incurred on HR account like relocation claims, LTA, Conveyance, Medical expenses etc. 

· QHSE guidelines comparison with the existing policies at Malls / Supermarkets and reporting variances to the Management
· Monitoring record maintenance for employee’s certifications, training and legal documents. 
Karvy Computershare Pvt. Ltd


Hyderabad, India
India’s largest service provider for Mutual Funds in collaboration with 

Australian company
Manager, Customer Service                                         Oct 2004 to Jun 2006 
· Monitoring customer service team consisting of 30 employees during day shift & 20 employees at night shift
· Official correspondence via email & letters attending to the customer queries / complaints related to investments/ payments in Mutual Funds. 

· Supervising effective call management by team members for online and telephonic queries and interaction with clients/ brokers to obtain their feedback for enhancement of the product & services 
· Training for new hires & mentoring them to improve call quality and official correspondence and yearly appraisal for the team
· MIS reporting for calls, physical letters & emails with ageing analysis for pending cases with reasons.

Alpic Finance Ltd


Hyderabad, India

Hire Purchase, Leasing & Financial Services 
Assistant Manager, HR & AdminJan 1996 to Oct 2004
· Efficient call management for achieving employee’s satisfaction as per set quality norms.

· Recruitment through college campus / consultants as per the guidelines given and interaction with the selected candidates to appraise the HR policy and various attractive features & benefits of employments

· Reference checks & follow-up of the selected candidates and maintaining database. 
· MIS reports on monthly basis regarding employee database.
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Contact Details


� HYPERLINK "mailto:nasiba.160421@2freemail.com" �nasiba.160421@2freemail.com� 











Competencies


Communication


ERP & MIS


Team Building


Analytical


Problem solving


Presentation








Areas of expertise


HR Policy & Procedures


Manpower Planning


Talent Acquisition


Induction, On Boarding


Employee Engagement


& Welfare


Performance Mgt.


Compensation & Benefits


Payroll Administration


Travel Management & Visas/ Permits Processing


Legal & Public Relations


General Management

















































































































Qualifications





Academic: 


MBA (HR & Finance)


B.Sc.











Industry Experience


� EMBED Excel.Chart.8 \s ���































































































Languages Known 





English: Proficient in Written &     Verbal communication


Hindi: Proficient in Written & Verbal communication


Urdu: Proficient in Written & Verbal communication


Arabic: Read only

















Driving License 


	           UAE
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