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OBJECTIVE:  

To pursue a career as a HR generalist that allows me to use my abilities and professionalism.
Professional Summary: 

Dedicated and enthusiastic MBA professional with 5+ years of experience in end to end Recruitment & HR functions and very strong administration skills. Highly skilled at relationship-building with clients across the organization and teams.
EMPLOYMENT HISTORY:
1. Dubai
(Since Nov’ 2013)
Working as Recruitment Consultant and reporting directly to Managing Director.

Roles & responsibilities:

· Ascertain the job requirements of the clients. 
· Preparing and publishing the advertisement for the vacancies.

· Shortlisting CV’s and conducting preliminary interviews. 

· Coordinating with the clients and candidates in scheduling the interview dates and timings.

· Checking the references for the selected candidates.
· Helping the clients in documentation for visa processes.
· Maintaining CV records for future tracking of applicants.

2. Gateway Insurance Brokers, Dubai
(Oct 2011 - Sep 2013)

Worked as a Relationship Officer and involved in sales of all insurances & saving plans.
Roles & responsibilities:

· Generation of leads and making cold calls.
· Scheduling the appointment with the clients and meeting them.

· Analyzing their needs and selecting appropriate product in case of life insurance and saving plans.
· Preparation of the documents and closing, then follow up with insurance companies and taking care of the investments and advising the clients on the same.

· In case of General Insurance, getting quote from different insurance companies and helping client to choose the best.

· Issuing the insurance certificates

· Making follow up with the clients for the renewals and helping them in claims. 

3. Aishwarya Fertility Centre, India

(Jan 2009 – Sep 2009)

Worked as HR & Admin Officer and reported directly to Managing Director.

Roles & responsibilities
· Short-listing of CV and Scheduling Interviews.
· Checking references and preparing appointment letters.

· Handling of all documents related to employees, and preparing personal file and maintain the same

· Arranging induction/orientation program with various functions for the selected candidate after appointment.
· Responsible for doing performance appraisal and advising management on the same

· Responsible for compensation and benefits
4. Galadari Automobiles, Dubai
(Apr 2008 – Dec 2008)

Worked as HR Secretary and was reporting to HR Manager.

Roles & responsibilities:

· Short-listing of CVs and Scheduling Interviews.

· Negotiating the salaries & Completing the reference checks and issue the offer letters 
· Documentation and visa processing.
· Arranging induction/orientation program with various functions for the selected candidate after appointment.

· Handling day today activities like issuing memo’s , issuing passports and coordinating with all department
· Maintaining the employee’s personal records / documents (Passport, Insurance)
· Dealing with employee resignations, assisting HR manager in conducting Exit interview, preparing cancellation papers and closing the file.

· Involving in overall office administration.
5. Premier Cars, India
(Dec 2003 – Jun 2006)


Worked as HR & Admin Officer.

Roles & responsibilities:

· Generation of organization chart & job description for each role.
· Publishing advertisement in the media for the vacancies.

· Short-listing of CV, scheduling interviews & conducting preliminary interview
· Arranging induction/orientation program with various functions for the selected candidate after appointment.

· Identification of training needs and organizing training at regular intervals.
· Maintaining the employee’s personal record.
· Dealing with employee resignations.
· Taking responsibilities as & when asked by the management.

6. Theme Technologies, India
(Apr 2001 – Dec 2003)
Worked as Admin Officer.

Roles & responsibilities:

· Maintaining the administration records.

· Assisting the Managers in business documentation works.

· Assisting the HR manager in salary payments, recruitments, arranging for interviews, etc.

EDUCATIONAL QUALIFICATION:

Course


:
MBA (Human Resource Management)

Institution

:
Mother Theresa Women’s University, India

Year of Completion
:
2006

Project Undertaken
:
A study on Job Satisfaction among women employees in textile mills.

COMPUTER SKILLS:

Proficient in Microsoft office applications.
LANGUAGES KNOWN:
English, Tamil & Hindi.
Visa Status

: Husband’s Sponsorship & can join on a short notice.
                                                                                                                  Page 3 of 3

