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To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
Dubai. UAE.

Objective

A multi-skilled professional with good all-round HR advisory skills. Very capable with an ability deal with all the recruitment and resourcing needs of an organisation. Experienced in providing timely and up to date HR advice to both managers and employees whilst at the same time making sure both the employee and employers interests are best represented. Extensive knowledge of working practices, recruitment, conditions of employment and diversity issues. 

Now seeking a suitable human resources executive position with an ambitious company.


Professional Experience

Dubai, UAE.
Training Centre for Children with Special Needs.
Human Resource Executive, 2011 to Present

Key Roles:

· Established and executed Human Resources policies and procedures.

· Managed recruitment process.

· Worked with managers to accurately decipher staffing needs, scheduled interviews and prepared offers for ideal candidates.

· Managed employee relations, new hire orientation, and benefits support.

· Established relationships with recruitment agencies to ensure candidate support for company.

· Managed the organization's employee insurance and benefits program.

· Administered time reporting and leave tracking system.

· Supported the process of a performance management system.

· Determined appropriate recruitment methods to attract reasonable pool of qualified applicants.

· Overseen interview process; completed employment and professional references.

· Handled employee relations issues

AL SALEM GROUP OF COMPANY — Ajman, UAE
Al Salem Group of Companies is a leading supplier of Disposable, Food and Non-Food Products since 1988. 
Sales Coordinator and Administrator, 2009 to 2011
Key Roles:
· Managing all the sales related activity of the company.   

· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller.

· Effectively communicating with customers in a professional and friendly manner.

· Sending quotation to customers.

· Supporting the field sales team.

· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Contacting potential customers to arrange appointments.

· Resolving any sales related issues with customers.

· Completing the administrative needs of the Sales Department.

· Making follow-up calls to confirm sakes orders or delivery dates.

· Responding to sales queries via phone, e-mail and in writing.

· Accurately analysing and assessing statistical data.
S.S. PATIL COLLEGE of AGRICULTURAL MARKETING & BUSINESS MANAGEMENT, 

Panvel, Maharashtra, India. 

Assistant Professor, 2006 to 2009

Engaged in teaching courses related to Agricultural Marketing and Business Management

Academic Qualifications

· Master’s in Business Administration (Marketing & Finance) fromNorth Gujarat University in2006

· Bachelors in Business Administration (Human Rersourse Management) Saurashtra University in 2004 – Equalized from Ministry of Higher Education,UAE.
· Certificate course in HR Skill I &HR Skill II from INFORMA MIDDLE EAST.
Personal Profile
Date of Birth
:
3rd January 1983.
Nationality
:
Indian.




Marital Status
: 
Married.
Languages Known
:
English, Hindi, Gujarati and Malayalam.


References

Will be available on request

