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_________________________________________________________________________________
Objective:
To work in an organization, where I can utilize my skills, ability, talent and competencies for its growth and success.
Professional Experience:
Following is the summary of my past experience showing various roles and responsibilities held, which has given me the multi-faceted skills and confidence to serve better: 
HR Co-ordinator - JLT, Dubai(2014-2015)

· Compilation of the necessary requirements, education, technical skills etc. and Preparation of necessary documentation viz: Job descriptions  and interview questionnaire etc.,
· Assisting recruitment specialist (Technical) in screening eligible candidates.
· Scheduling and organizing interviews with short-listed candidates.

· Collection and building of CV’s database for the organization
· Hiring of local and overseas employees based on the project specific requirements and duration

· Compilation of ‘External’ training requirements of the employees and co-ordination in scheduling and feedback collection

· Monthly progress report preparation and submission to the senior management

Supervisor – “Bubbles and Giggles Nursery”, Dubai(2013-2015)
· Handling day to day activities in the Nursery.

· Recruitment of teachers.

· Co-ordination with all the teachers and care-takers.

· Record keeping of all teachers and nannies.

· Record keeping of all students.
· Labour card processing.

· Transportations management. 

· Co-ordination during Inspections and audits

Lecturer – “BTS Pre-university College”, Korba, C.G State, India(2007-2008)
· Worked as Lecturer for two years, teaching PUC – Commerce college students on ‘Business studies” subject

· Preparation of course study materials and hand-outs for the students
· Preparation and evaluation of quarterly ‘assessments’ of students and results declaration

· Report card preparation

· Preparing students for the C.G state Board exams 

Management trainee in HR dept. - “Aditi Technologies”,Bengaluru,India (2003)
· Familiarization and orientation of the entire organization having an employee strength of 200 nos.

· Worked in various sections of HR viz: Recruitment, Training, Employee Performance Evaluation, Compensation and Benefits department

· Prepared database of employees with all the details viz: their education, Basic skills, Professional skills, Experience, Training requirements etc. which helped the organization to easily pick and choose the project team, by looking at this database
· Prepared HR department flowcharts and organization charts, with guidance of superiors

· Scheduled and arranged employees for trainings as per ‘project’ specific requirements, so that they can easily get on and complete the projects successfully

Education:
	Course
	Year of passing
	School / college/university

	B.Sc. (CME)
	1999-2002
	Karnataka science college, Karnataka, India



	M.B.A (HR)
	2002-2004
	V.T.U. university, Belgaum, India




Certification :
· Certified  course : MS office
· Certified Human Resource Professional (CHRP) ,from ACI, USA
Professional Skills :
· Organized and able to handle duties with due diligence
· Experience of working in multi-national and multi-cultural working environment
· Excellent HR skills and strong willpower to cope with situations.
Key Competencies:
· Verbal and written communication skills in English
· Has an attitude to learn continuously and strive hard for organizational excellence
· Time management

· Local work Experience in Dubai, UAE

Personal Details:

Nationality             :       Indian

Gender                   :       Female

Marital status        :       Married

Visa status             :       Valid U.A.E Residence Permit,valid till 2018 (Husband Sponsorship)

Date of birth         :       25 July 1981

Driving License:       UAE driving license, valid till 2025
