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Career Profile: 

A skilled and qualified Administrator and Human Resource with more than Eight years of experience in managing and accessing various records and data of the organization.Well versed in conducting staff recruitment and workshops. Looking for a position in the mentioned field to utilize my proficiency and experience in a well reputed organization.
Administrative Skills:
· Ability to organize & prioritize the work as & when required.
· Participate in workplace safety procedures

· Maintenance of various business correspondence & other documents

· Planning travel itineraries, arranging accommodation for meetings 
· Well experienced in general office procedures

· Well versed in use of all office equipment

· Ability to work as a lead and also as a part of a team

Professional strengths:

· Prioritizing the work according to its severity
· Possess strong communication and organizational skills

· Excellent supervisor and motivator

· Strategic planning and staffing

· Knowledge of curriculum development and managing staff
· Efficient & smart recruiter

· Ability to work in stressful conditions
Professional Experience:
Magrabi Retail L.L.C, Dubai, UAE (2005 till 2013)
Sr. HR& Admin.Specialist.
· Recruitment and Employee database Management and offering the best possible customer services.Reporting to the General Manager with regards to duties and responsibilities.
· Maintaining and updating staff and stores Files Records.
· All visa formalities regarding joining, renewals and cancellations.Managing the staff Attendance, Vacation of all existing staff.
· Preparing Employee offer letters,  promotion, resignation, acceptance, transfer, termination, warning,  etc.
· Making Payroll, Overtime,Deduction, Remuneration, End of Services and Exit Formalities as per UAE Labor Law and Company Policy.
· Arranging the Accommodation of all new staff and existing staff, renewal of all existing Accommodation and leasing contract of the stores. 

· Assisting the staff problems, dealing with all government Offices.
· Arranging the New stores Trade License and timely Renewal of the existing Stores.
· Answers staff queries, Prepares NOC and all type of services letters.
· Support with training and development and employee reviews. Other HR and Admin. Duties as and when required.
M/s ARABIAN SCANDINAVIAN GEN. TRDG. Co. L.L.CDubai U.A.E

(Feb-2004 to Feb-2005)

Accounts& Admin.Specialist.

· Reconcile the suppliers Accounts, daily office routine work such as delivery arrangements and payments follow up.

· Updates the Sales, Purchase, Payments, Journals and Staff Claims.

· Invoicing, Delivery Note, follow up the orders and arrange the customs related documents.

· Maintain day to day business transactions.

Educational Summary:
· Master of Business Administration(MBA-HR),Alagappa University, Chennai. Year -2014(R.A)
· Bachelor of Commerce, Agra University, Agra year-2002

Computer Knowledge:
· Diploma in Computer Applications (DCA).
· Ability to work on SAP (HR Module)
· Well versed in 
· Tally 6.3
· MSWord
· MSExcel

· MSPowerpoint
· MSOutlook

Personal Details:
Date of Birth


:
27thSept. 1979

Marital status


:
Married
Languages



:
English, Hindi, Urdu, (Arabic - read, write)
Driving License


:
Valid UAE Driving license

      Visa Status


:
visit 
