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	                             Human resource executive and administrator


Dedicated and Hardworking, person with a passion in Human Resources & Administration. Quick learner having strong public relation and customer service skills, ability to interact with cross-functional departments, with high degree of professionalism, discretion and problem resolution capabilities. Ability to diplomatically resolve problems and diffuse tension. Team-player, critical thinker, Leadership skills, effective planner, along with excellent communication, self correspondence and interpersonal skills.
	Professional Experience 

  Manager’s Assistant (Building & Maintenance department)          (June 2006 – June 2009)

	Company                                                                                       Dubai, UAE 


Worked as a manager’s assistant in Building & Maintenance Department and was reporting to manager.

· Promotes sales by demonstrating merchandise and products to customers.

· Helps customers by providing information, answering questions, obtaining merchandise requested, completing payment transactions, preparing merchandise for delivery. 

· Prepares sales and customer relations reports by analyzing and categorizing sales information, identifying and investigating customer complaints and service suggestions. 

· Maintains a safe and clean store environment by developing and publishing evacuation routes, determining and documenting locations of potentially dangerous materials and chemicals. 

· Maintains inventory by checking merchandise to determine inventory levels, anticipating customer demand. Prepares reports by collecting, analyzing, and summarizing information.
· Maintains quality service by establishing and enforcing organization standards.

· Assisted manager with duties and tasks as required in Maintenance environment and assume the role of the manager in his absence. 

· Created schedules to ensure adequate and efficient staffing at all times.

	Administrator  (Real Estate Department)                                (June 2009  - June 2011)

	Dubai Transport Company                                                                                    Dubai, UAE Worked as administrator in the real estate department and was reporting to head of real estate.


· Maintained customer’s details in the data bases.

· Recorded customer’s details of inquiries, comments and complaints.

· Determine the charges for services requested as per the customer needs.

· Collection of payments and arrangement of billings.

· Provide expert advice to customer’s in all area in real estate.

· Proactively build and maintain customer relationships.
	Asst. HR executive (Human Resources department)                             (June 2011 – Till date)

	Dubai Transport Company                                                                                    Dubai, UAE 
Working as an assistant human resources executive in the human resource department and is reporting to human resources manager.

· Scheduling meetings and interviews as requested by HR manager.

· Filing of papers and documents into appropriate employee files

· Assists with recruitment and interview process 

· Preparing new employees file.
· Following up with candidates before interview.

·  Searching for candidates in data bases.



                                         Qualifications and Skills 

	Educational Qualifications

	
	2006    High School Diploma, Emirates College, Dubai, United Arab Emirates 



	
	2008    Bachelor of Business Administration, Belford University, Texas, U.S.A.


	I.T. Skills

	MS Office Word, Excel, PowerPoint, Access, outlook, Windows scan & Fax and Internet Explorer.

	Languages Known

	English (Read, Write, & Speak) Urdu (Read, Write, & Speak) 
Pakistani
                            Single
              Male
Employment Visa 

             Valid U.A.E. Driving License
 D.O.B. 22/06/1987



