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OBJECTIVE: 
Engage in a challenging career in Human Resource /Logistics cordination/adminstration Management practice that allows me to deliver best of my skills in organizational development.

CAREER SUMMARY:

Diligent and resourceful professional offering competency in administrative processes. Seasoned executive support specialist with outstanding international experience across diversified industries. Interact effectively with executives, co-workers, clients, and management. Experience in managing projects accurately and efficiently to meet all deadlines. Able to streamline workflow, prioritize and handle multiple tasks.

PROFESSIONAL EXPERIENCE 
Currently Lecturer at Phoenix Institute Dubai for Business Administration and HR Management.

Coast and Middle East Electrical Devices:  Estimator-administration/HR. Sharjah Nov 2012- March 2013
· Understanding the requirements from the customers.

· Making quotation as per the company policy 

· Communicating with customer for further enquires.

· Co-ordinating with the Accounts and Purchase department.
· Assisting in recruitment 

Maars India Pvt Ltd. -  HR Recruitment -Bangalore Feb 2011- June2011 
· Understand the technical requirements and source qualified candidates from Internal Resource Database, Cold Calling, Referrals and also Internet resources using different Job portals like Hot jobs, Computer jobs, Dice, Monster, Career builder etc.,

· Matching profiles, understanding and executing call flow for recruitment.

· Interview scheduling and to keep a track on selected candidates with joining date and updating to the management. 

· Maintaining the Database of the candidate.

· Understanding of coordination for Middle as well as Senior level openings for global clients

· Full support function till the candidate joins the respective company

· Maintaining the Daily activity Report/Weekly Activity Report.

_____________________________________________________________________

E.C.  Harris-Mace (Project Consultants- Burj Dubai for EMAAR),  Dubai  [November 2004] 

Executive Assistant to the Director

Responsibilities:

Communication handling with Projects department, documentation management and project reporting. Events co-ordination and management.

Al Shaya Trading L.L.C., Dubai,  [ October 2004 ] 

Administration Assistant to the General Manager

Responsibilities:

Regional and Local Communication handling, executive briefings, report management and travel planning. Internal and external customers co-ordination.  

Zoom Developers (P) Ltd., Mumbai, India [August 2002 – June 2004]

Administration Assistant to the Director and the Executive Director

Responsibilities:

· Provide administrative support to the Executive Management.

· Productivity enhancement by effective planning of internal and external management engagements, expenses management and executive communication. Effective administration of workplace. 

· Co-ordinating for Board and Executive meetings  

FLAMES ENTERPRISES LTD., Mumbai, India [1996-1997]

Executive Assistant to Managing Director.

Responsibilities:

· Multi-faceted role providing legal administrative support to the Managing Director and management team. HR operations.

·  Coordinate on events, conferences and presentations, internal & external  communication and management updates. 

Achievement: Promoted as Special Projects Assistant
Responsibilities:
· Regarded as a key executive in the department, with primary focus on engaging with principles in Europe, dealers in India, order execution and logistics management. Identifying new products and engagement with marketing team for promotions.

· Delivering expectations in highly demanding work environment to ensure professional execution of tasks. Multi-projects handling and meeting customer targets.

EDUCATION:
Master of  Arts (1997-1998) from Mumbai University.

Bachelor of Arts (1995-1996) from Mumbai University.

Basic Exports Course (June 2001) from Tolani Institute of Export Studies.

DELF A1 French Course from Alliance Francise
Certified Human resource Management Professional (C.H.R.M.P)
EXPOSURE TO HUMAN RESOURCE MANAGEMENT

Professional Training: Certified Human resource Management Professional (C.H.R.M.P) Completed Certification Program with Practical training & Hands on experience on -Core HR Domain Areas, Manpower Planning, Recruitment Process Training & Development, Policy, Implementation, MIS Reports & Advanced Excel, Employee Relations, Competency Mapping.

Recruitment & Selection:

· Knowledge of interview scheduling and to keep a track on selected candidates with joining date and updating to the management.

· Hands on experience in Job Portals.

· Sourcing and matching profiles, understanding and executing call flow for recruitment.

· Understanding of coordination for entry as well as senior level openings.

· Exposure to end-to-end recruitment cycle.

· Understanding Vendor Agreements

· Understanding of Contracting, Sub Contracting, Temporary Staffing etc

Knowledge of Joining Formalities and Settlement Process:

· Knowledge of joining formalities of an organization, collecting the relevant documents, joining form, issuing ID card etc.

· Knowledge of Taking care of employee database with regard to their date of appointment, address, telephone numbers, references, employee department, code number, PF number, ESI number and other personal details.

· Knowledge in drafting offers letters, appointment letters, and confirmation letters, relieving letter and experience letters. 

· Knowledge in Conducting Exit Interviews.

· Monitoring relieving procedures and settlement considering exit interview forms, No due certificates and the amount due from the employee.

General HR Areas:

· Knowledge of Performance Appraisal process & Procedure with regard to employees self appraisal form, rating methodology, deciding increment based on appraisal rating and analyzing the TNA requirements.

· Knowledge in designing employee hand book and implementing fun at work to motivate employees and manage employee grievances and prepare necessary MIS reports.

· Knowledge of implementing retention policies to reduce attrition and improve employee performance levels.  

COMPUTER SKILLS:
Good working knowledge in word, excel and Power point

PERSONALITY TRAITS: 

· Efficient learner, self- starter, confident & optimistic.
· Ability to understand, analyze & resolve problems to meet expectations.
· Strong team spirit and ability to manage, lead and execute projects.
PERSONAL DETAILS


 Date of birth


     :       04 June 1976
Languages Known
                  :
English, Hindi, Kannada, Marathi 
Driving license                               :       UAE.           

