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 Gulfjobseeker.com 

CV Number: 116286

Mobile +971505905010 / +971504753686 

E-mail: cvdatabase @ gulfjobseekers.com

To get contact details of this or many other candidates
Submit request on this link by writing all the short listed CV Numbers.

http://www.gulfjobseeker.com/feedback/submit_fb.php                             
                                       Current Location:     Dubai, United Arab Emirates  
                        Visa Status:                  Visit visa
     CAREER PROFILE
A multi-skilled, key team player possessing a wealth of multi-disciplinary experience, including operational, administration, logistics, customer service, procurement, sales and financial abilities. Well accustomed to working under pressure to tight budgets and schedules. Now looking for a position within a similar position or an exciting opportunity that offers career progression where I can give all my best as an employee and be an asset for the company’s achievement of its goals and objectives.
     KEY SKILL 

· Goal oriented professional with more than 9 years of experience in Customer Service, Reception, Human Resources, Administration, in Saudi Arab. And in India. 
· Hardworking, committed, enthusiastic, confident, flexible, willing to learn, a fast learner and can do any task entrusted unto 

· Has the ability to work under extreme pressure and meet deadlines

· Dependable and trustworthy

· Easy to work with in a multi-cultural environment and maintains good relationship with co-workers, suppliers and clients.

· Possess excellent communication skills in both writing and speaking (English,Urdu,Arabic,Hindi ).
· With admirable procurement and negotiation skills

· Proficient in MS Windows,  Word, Excel and Power Point

 EDUCATIONAL QULIFICATION 
· BBM International business Management - Graduated year 2002
      Imperial collage of management, Karnataka (Gulbarga) India   
· Master in Business Administration(MBA)
      Imperial collage of management, Karnataka (Gulbarga) India -2007
WORK EXPERINCE 
Location: 


Saudi Arab ( AL –QASSIM REGION)

Position Title:

 Administrator/HR
Industry:


Hospital
Date Joined:

Jan. 18, 2005 to 2014 Jan
JOB DESCRIPTION:
a) Office Administrator

· Prepare and arrange requirements for license renewal

· Arrange all kind of office and personnel health insurance 
· Implement Safety rules and procedures in the office

· Handle Petty Cash Fund

· Arrange workshops, conferences and other group meetings as required
b) Human Resources

· Visa applications, renewal and cancellations

· Handle all company requirements such as visa applications, renewals and cancellations, salary letters, NOC letters and etc… 
· Prepare and place internal and external advertisement for recruitment; arrange letter to the designated manpower agencies for any requirement. 

· Receive applications (CV’s), arrange shortlist in accordance to the experience and qualifications required by certain position

· Arrange interviews in accordance with Managing Directors availability

· Prepare Offer Letter to the successful candidates; arrange documents for the processing of the candidates Employment Visa – New/Transfer etc

· Give proper orientation regarding office rules and regulations

· Maintain and update personnel records for staff (paper and electronics). Keep every personal file up to date.

· Provide reports as required and prepare memos, letters, Increment, Change of Designation etc.

· Monitor employees’ leave credits

· Facilitate smooth transition of employees exiting the organization by coordination with the relevant departments to ensure payment of final settlement dues and cancellation of visas within appropriate time frame

c) Assists  to the Managing Director

· Prepare and modify documents including correspondence, reports, drafts, memos and emails

· Arrange and coordinate business meeting and keeping track of MD’s daily calendar

· Prepare insurance claims of the MD and his family and other personal matters

· Booking flights, arrange car rental and hotel bookings for managers.
· Applying business visas outside Saudi Arab 
· Prepare cash claim
  Personal information 

· Date Of Birth                                       20-05-1985 

· Religion                                                Muslim

· Marital Status                                      Single     

· Nationality                                            Indian

· Availability                                           Immediate  

· Desired Job Type                                Full Time  [image: image2.png]
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