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SUMMARY

Bacherlors in Business Administration with experience in Human Resources, ISO Quality Assurance, Risk Management and Office Administration. I have Worked at various Multi National Firms at all levels of hierarchy, with an overall 7 years of work experience
My objective is to continue working within the Administrative framework of an organization to achieve its targeted goals along with pursuing personal career goals.

__________________________________________________________________________________________

PROFESSIONAL EXPERIENCE
Reputed Consultants – Dubai, UAE
(January 2014 till date)
 Recruitment Specialist 
· Creating Job Descriptions as per clients requirements

· Posting requirement on job portals, screening candidates and contacting them.
· Exploring newer areas of business Development
· Developing custom made HR solutions specific to the client needs
· Introducing  programs and packages for job seekers with no prior UAE experience
KUFPEC- Kuwait Foreign Petroleum Exploration Corporation

(June 2007 to March 2012)
 HR Generalist:
· Posting job vacancies on various job portals (local and international)

· Screening the applications

· Communicating with the HR Agencies for out sourced vacancies
· Gathering of all paperwork for newly appointed employees for their visa process and updating the HR system

· Providing the newly appointed employee with an orientation of the whole company and its operations

· Conducting entry and exit interviews
· In charge of preparing attendance reports, task sheets, status reports and KPIs

· Handling the half yearly and yearly staff appraisals

· Provided assistance to the company staff in using the internal HR web portal

· Identifying training needs and organizing them accordingly (local and abroad)
· Assisted in the task of mapping of all of company’s operations

· Out lined job descriptions for the existing and newly appointed employees

· Conducting employee engagement programs.

ISO Officer (Quality Assurance):
· To supervise documentation and Data coalition to prepare the company for timely external audits and conduct internal audits on monthly basis. 
· Updating the ISO Manual

· Communicating the “Best Practice” strategy across the company
ERM Officer (External Risk Management):
· Organizing of departmental procedures 
· Collecting data internally as well as from an outsourced pool to prepare reports on company’s prospective ventures in various countries for Higher Management’s consideration
Also worked with the Health and Safety department to document any hazards or wasteful practices taking place in the working environment

National Bank of Kuwait
Assistant to the CEO
(October 2006 to March 2007)

· To filter all investment proposals and to shortlist the ones with higher priority for Management’s consideration

· Served as the communication link between the CEO and the internal line managers as well as those located abroad

· Responsible for coordinating travel arrangements and meetings for  CEO and Team
· Updated his diary as per his schedule

SOS Recruitment Consultancy 
HR Consultant
(June 2005 to September 2006)

· Hiring of ELS Instructors from outside the region and negotiating their contract and facilitating their relocation and visa procedure
· Coordinating of entry-exit procedures

· Handled the processing of compensation and benefits, and overtime payments for our HR Outsourcing clients

· Updating the data with new employee information, leaves and appraisals

· Organizing of employee files
__________________________________________________________________________________________
EDUCATION

Bachelors of Business Administration from Heriott-Watt University

Scotland, UK.
__________________________________________________________________________________________
ACCOMPLISHMENTS AND OTHER DETAILS
· June 2004 to September 2004: Worked at IKEA as an intern, to submit a paper on their Operations Management
· 2010: Certified ISO Quality Assurance Officer
· 2009: Certified HSE Officer
· Languages Known:  Fluent in English Urdu and Arabic-written and spoken.

· Technical Skills: MS Office, Outlook, Project Management and Oracle HRMS- Human Resource Management Systems. 

· Visa Status: Dependent on spouse   |  Marital Status: Married
· Date & Place of birth: 30th April 1986, India
· Nationality: Indian
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