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EDDAH  EDDAH.229923@2freemail.com 
 Career Objective:

I am seeking a position where I can excel, contribute and deliver the knowledge that I have attained, for the mutual benefit and continuous improvement of the organization, to create a long term relationship. To utilize my acquired skills in effective HR operations services to enhance good working across a diversified and multicultural culture.
CORE COMPETENCIES
	· Employee Visa Administration
	· Policies and Procedures
	· Operations Management

	· Employee Grievance Handling
	· Staff Admin
	· Insurance Management


SUMMARY
A seasoned HR professional with 6 + years of solid work experience in HR operations excellence across UAE.
CAREER PROFILE

Landmark Group, Dubai (Landmark Leisure)     -Reporting to Head HR                                                      
Sr. HR Generalist-(2008- till date) 
· Submission of the Monthly Staff Data and other related reports to Head Office.
· Monitored the visa application, labor card renewals etc in co-ordination with PRO.
· Maintained the Time & Attendance System.
· Developing and implementing policies and procedures for the organization.
· Maintained the Leave Records of the staff.
· Monitored the staff attendance in co-ordination with the HR Assistant.
· Handled the insurance portfolio of the organization.
· Adding/ deleting the employees from the medical insurance.
· Negotiate with the insurance companies for the various insurances of the organization.
· Handled the renewal process of the insurances. 
· Appointing and monitoring external training organization for specialist training courses
· Liaised with the insurance company to obtain the claims submitted by the individual employees.
· Obtaining travel insurance for the employees as and when required.
· Maintained a record of all the insurance details of the organization. 
· Involved in the policy making decisions for the company.
· Liaised with insurance agent & insurance companies for renewal of existing policies & buying of new policies.
· Arranged Travel Insurance for the employees as and when required.
· Organizing and conducting orientation sessions for all the new employees..
· Preparing and updating the HR Dashboard Report to the Management on a monthly basis.
· Attending to the employee grievances and solving their issues.

· Preparing and submitting the weekly and monthly reports to the Management.
· To put up the insurance claim & follow up for the claims settlements.
· Staff Accommodation In charge-handling  40 units at various emirates
2006 – 2008      Business Forms and Systems Limited 

Office Administrator and Front Office Hostess (2006-2008)
· Point of contact for all incoming guests

· Assisting Guests in enquiries related to the company

· Ensuring that the front office operations run smoothly

· Maintaining records of all incoming and outgoing calls, faxes and related Correspondence

2005 – 2006       Easy Coach Limited  

Customer Care Representative (2005 - 2006)
· Checking to ensure fleet is clean before departure 

· Ensure all luggage is tagged /labeled 

· Ensuring excess luggage is charged accordingly 

· Handling customer complains in both parcels and departure department 

· General office administration

Other Past experiences in Kenya:           Kenya Litho Limited -Senior Customer Service Executive (2001 – 2004)
1996 – 2000        Kenya Litho Limited - Secretary to Sales and Marketing Manager (1996 - 2000)
EDUCATION BACKGROUND and CERTIFICATIONS:
American Certified Human Resources Management Professionals – May 2011 
Certified Human Resource Management professional – Ministry of Education Dubai- May 2011
Temple Secretarial College -Advanced Certificate – Pitman’s / KNEC - Typing II – 60 w.p.m Shorthand – 90w.p.m 
Business English II Commerce I Office Practice

SHORT COURSES  

ORGANIZATION 

Essential Management Consultancy Service 





Effective Customer Care Skills 

ORGANIZATION 

Namanco Exim 





Customer Service 
ORGANIZATION 

Consultancy for Effective Training 





Quality Customer Care 





Management Development Skills 

ORGANIZATION 

Associated Computer Services 





Secretarial computer operating

ORGANIZATION 

Association of Computer Professionals 





Lotus 1-2-3, Dbase III+

ORGANIZATION 

Bytronics Computers 

                                                           Word Perfect Advanced, Ms Office, Internet and Email
PERSONAL DETAILS
Date of Birth:

20TH April 1972
Nationality:

Kenyan 
U.A.E Residency.   
 Employment 

Gender:
                Female

Marital Status:

Single

