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Career objective: 
Seeking a position in the Human Resources / Administration Department where my professional experience and education will allow me to make an immediate contribution as an integral part of a progressive company

Professional Synopsis:

· 3 years of UAE Work Experience

· Energetic, dependable, and solutions-oriented Sales Associate with expertise in building long-term relationships with customers to win repetitive business.

· Good Knowledge about the UAE Labor Law

· Broad office management, customer service experience

· Ability to interface with Management and work well in a team environment.

· Team player with emphasis on quality of work and continuous improvement; motivated self-starter with integrity and the ability to maintain required levels of confidentiality.

· Effective language skills (IELTS Score – 7.5) to negotiate deals and to provide presentations in successful manner.

Educational Qualification:
· Masters in Strategic Human Resource Management  - University of Wollongong Dubai (2012 Passout ) – 76%
· Bachelor’s Degree in Corporate Secretary Ship – Ethiraj College for Women, Chennai (2010 Passout) -76%
· Higher Secondary – Nirmalamatha Central School, Thrissur, Kerala
· High School - Nirmalamatha Central School, Thrissur, Kerala
Work Experience : 
WIDEWALL PROPERTIES – DUBAI 
PERIOD : JAN 2014 – TILL DATE

DESIGNATION: HR AND ADMIN OFFICER

HR Executive Role :-

· Acting as the first point of contact for anyone enquiring about a vacancy. 

· Maintenance of the HR records and systems

· Maintains employee information by entering and updating employment and status-change data
· Maintain and update staff records like leave administration, new hires, resignation.
· Assisting the team in Hiring and Recruitment process which includes searching for prospective candidates in the job portal and conducting telephonic interview and initial interview for screening purpose.

· Doing background checks and verifying the references, work experience of the prospective candidates
· Preparation of Offer letter according to the requirement

· Coordinating with the PRO for Visa purpose

· Preparing and maintaining daily attendance register 

· Preparation of monthly pay roll and salary slips

· Ensuring that all confidential information is kept safe and secure. 

Admin Executive Role :-
· Provided administrative support for real estate transactions that includes but not limited to preparation of MOU, Agreements, NOC etc
· With a high level of customer service, answer incoming property enquiry calls and collect the necessary information and process their request 
· Assist in the administration of PROPSPACE (Property Management Software)

· Coordinate with the website portals and other online property promotion portals 

·  Provide clerical support to agents during the sales process. This involves photocopying sales documents, scheduling closing dates and securing public information about a property.
· Filing documents related to the closure of particular deal either Rental / Sales and making timely reports of the same.
· Performing Marketing tasks such as  creating advertisements, posting photos and videos of available properties, producing brochures and fliers, scheduling property tours and answering questions about advertised properties
INVENTION GLOBAL EXHIBITS – DUBAI 
PERIOD : FEB 2013 – DEC 2014

DESIGNATION : HR Assistant / Client Account Executive

· Performing outbound calls /sending emails to prospective customers to identify and create sales opportunity

· Maintaining accurate records of phone calls made and results achieved 

· Follow up with the potential clients for their future projects

· Arrange meetings with the design dept / directors if the client requires a one to one meeting before the commencement of the project

· Meeting the clients directly to discuss their specific requirements of the project

· Briefing the creative teams about the client requirements and making sure that the project meet the deadlines

· Coordinating in the preparation of the work schedule for the creative team to make sure every project meet the given deadline

· Checking and reporting the progress of the project to the client

· Presenting the design concept and costing to the client

· Preparation of BOQ for the client

· Keeping in contact with the client at all stages of the process

· Coordinating with the accounts dept with invoicing the client 

· Check various Tender Search systems on a daily basis and identify any contracts which may be of interest to the Company.
· Coordinating in tender / business proposal submission i.e. make sure it meets all the specific requirements for the submission and that the tenders are submitted ahead of the deadline

· To maintain confidentiality at all times.

· Attends exhibitions or shows to get in contact with the prospective clients / to build better relationship with the existing client
REGIONAL TELECOM CONSULT – DUBAI 
PERIOD : September 2011 – April 2012

DESIGNATION : HR /Admin Intern

Job Responsibilities:

· Maintain and update staff records like leave administration, new hires, resignation, etc
· Perform office services such as filing of documents, duplication, stocking of supplies and monitoring of equipment.
· Assisting the team in Hiring and Recruitment process which includes searching for prospective candidates in the job portal and conducting initial telephonic interview for screening purpose.

· Coordinating with the candidates (overseas & local)and scheduling interviews and further follow ups

· Coordinate in conducting orientation for new employees and conducting exit interviews.

· General day to day administration work that support the various business unit to meet the business objectives

Personal Profile
Date of Birth

: 25th Aug 1989
Age


: 25 years

Nationality 

: Indian

Marital Status

: Married

Languages known
: English, Malayalam,Tamil

Visa 
                             : Employment Visa
