LUBNA 
Career Objective
With my dedicated team skills, I seek association with an organization that would help me nurture my strengths and empower me with time to time value addition so that I can prove to be an asset to the organization for years to come.

Professional Profile
· A professional with more than 6 years of experience in Human Resources and Administration.
· Adept at people management, maintaining healthy employee relations and dealing with grievances, thus creating an amicable & transparent environment.

· Ability to motivate employees in optimizing their performance levels.

· Possessing excellent analytical, organizational & interpersonal skills.
Areas of Expertise
· Employee Engagement
· Interpersonal Relations

· Training & Development
· Drafting of Human Resources’ Policy

· Recruitment & Compensation
1. June, 2013 till date: 
Designation: HR Executive
Responsibilities: 
· Supporting and facilitating recruitment process.
· Identifying and selecting relevant CVs from various job portals and other databases.
· Conducting aptitude tests, screening, telephonic & personal interviews at preliminary levels.
· Short listing candidates for the final interview with Department / Division Heads.
· Preparing documentation for the Ministry of Labour & the Ministry of Interior for employees’ visa processing.
· Preparing MIS reports on daily / weekly / monthly basis and keeping the Management informed.

2. July, 2011 to October, 2012: Carrefour, India

Carrefour opened its first Wholesale Cash & Carry store on December 30, 2010 in the heart of Asia’s largest wholesale market at Shahadra (Delhi, India). The store’s sales area is 5200 sq. metre & offers more than 10,000 SKUs in Food & Non Food sections. It is a B2B format for registered customers only who are professionals, institutions, restaurants & local retailers.
Designation: Department Manager – Human Resources (Generalist)
Responsibilities: 
· Introducing Employee Engagement activities.

· Developing a Career Path for the employees.
· Assessing training needs, executing & ensuring that quality training is delivered.
· Forecasting & analyzing workforce planning data, & providing feedback to the management.
· Managing hiring process to ensure compliance with all applicable laws & policy.

· Addressing employee disputes & administering disciplinary procedures.

· Ensuring proper payroll administration & effective wage management.
· Serving as a link between management & employees by handling questions, interpreting & administering contracts & helping resolve work related issues.

· Maintaining records & compiling statistical reports concerning personnel related data such as hires, transfers, performance appraisals & absenteeism rates.
3. April, 2008 to July, 2011: Microsys Infotech & Telecom Pvt. Ltd., India
Microsys Infotech & Telecom Pvt. Ltd. is a leading company of Eastern India that deals with IT and Telecom products.
Designation: Manager – Human Resources
Responsibilities: 
· Managing employee relations and orientation.
· Developing employee communication skills for sales enhancement.
· Performance management, compensation and benefits.
· Addressing employee grievances in adherence to the company policies effectively.
· Managing the day-to-day efficient operation of HR functions. 
Academic Credentials
· MBA (HR) from Xavier Institute of Management, Bhubaneswar, India, in 2010.
· Post Graduate in English (Linguistics) from Ravenshaw College, Cuttack, India, in 1997. 


· Bachelor in Arts (English & Psychology) from Shailabala Women’s College, Cuttack, India, in 1995.
· Intermediate in Arts from Shailabala Women’s College, Cuttack, India, in 1992.
· ICSE from St. Joseph’s Girls’ High School, Cuttack, India, in 1990.

Achievements
· Introduced Employee Engagement Activities.

· Partnered in drafting the Human Resources’ Policy at Carrefour.
· Conceptualized, developed & successfully implemented the Reward & Recognition Programme at Carrefour. 
· Delivered lectures as a visiting faculty (Retail Management) in Institute of Management Technology, Nagpur, India.
Software Skills 
:   Certified by NIIT, India
· Well versed with MS Office.
Personal Details

Date of Birth

: March 31, 1975

Languages known
: English, Urdu, Hindi

          Gender 

: Female
              Visa Status               : On Husband’s Visa
Strengths                 : Efficient time management, effective analytical skills, ability to take diverse                                                                                    
                                 responsibilities, excellent communication skills & leadership qualities
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Hobbies
: Reading books, Listening to music & Travelling
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