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CAREER OBJECTIVE


I am seeking a job in an organization where I could utilize my skills and knowledge in accomplishing the tasks and goals of the company within given infrastructure to develop solutions and be a part of a dynamic organization where learning and growth prospects are most valued. I believe a challenging and conducive environment will help me realize my potential and keep me motivated towards achieving my personal milestones and being successful.
EDUCATIONAL QUALIFICATIONS
· 2015-16: Masters Degree, MBA from Swiss Business School, Abu Dhabi, U.A.E (in progress)

· 2009-13:  Bachelors Degree, B.com from University of Wollongong in Dubai, Dubai, U.A.E.

· 2007-09:  HSC from Abu Dhabi Indian School, Abu Dhabi, U.A.E
· 2005-07:  SSC from Mary Immaculate Girls High School, Mumbai, India. 

WORK EXPERIENCE

Human Resource Department
HR Officer
ADCB

Abu Dhabi, United Arab Emirates                

    

                             Feb 2015 -June 2015
Tasks covered:

· Taking care of on boarding and joining formalities.

· Generating system access, access card request, email request.

· Opening new joiners bank accounts.

· Maintaining a database to track employee leaves taken, leave balances and leave carried forward.

· Maintaining a systematic and comprehensive database of all candidates.
· Handling employees insurance formalities such as addition, deletion, reimbursements and addition of dependents with AON.
· Consolidating the warning letters issued on a monthly basis.

· Preparing attrition report for all departments.

· Coordinating with outsourcing vendors and updating the HR Masterfile regularly.

· Perform other duties as assigned from time to time.
Human Resource Department
HR Coordinator
First Gulf Bank                                           
Abu Dhabi, United Arab Emirates                

    

                                   July 2014-Dec 2014
Tasks covered:

· Coordinate overall recognition program's nominations and processes for spot, quarterly, annual and long service awards

· Plan and organize quarterly and annual events

· Coordinate employee engagement initiatives such as utilization of employee engagement budget, employee birthdays, etc.

· Process quotations and invoices from vendors

· Monitor budget utilization and payment of expenses

· Maintain and update budget tracker on a monthly basis

· Prepare draft of email communication, maintain follow ups and reminders on the deliverables as and when required

· Maintain, monitor and purchase necessary supplies and gifts

· Provide necessary assistance to coordinators of each business for any recognition and engagement initiative related processes

· Provide necessary assistance and coordination for any projects or initiatives assigned to unit

· Perform other duties as assigned from time to time

Human Resource Department
Al Dharis Est.                                           
Abu Dhabi, United Arab Emirates                

    

                                    Dec 2011-Dec 2012
Tasks covered:

· Submission of CV’s 

· Arranging and handling correspondence to the candidates for interviews

· Flight arrangements and coordination with the candidate or agency

· Handling employee personal filing

· Arranging medical tests for new employees and visa renewal employees

· Encoding data into the system

· Preparing LC to clients and suppliers

Human Resource Department (Internship)    

 Beach Rotana Abu Dhabi,
 Abu Dhabi, United Arab Emirates                                                                                            May 2011 – June 2011
Tasks covered:

· Online Posting of vacancies

· Screening of CV’s

· Encoding the CV’s in the application data bank

· Arranging and handling correspondence to the candidates for interviews

· Preparing the documents for selected candidates

· Flight arrangements, LPO and coordination with the candidate or agency

· Processing inter-department and inter-property Transfer

· Employee outlet operations

· Employee housing operations

· Processing F&B discounts, ESO and RSO

· Applying for Daman Card and collection 

· Arranging medical tests for new employees and visa renewal employees

· Handling probationary reports

· Handling APR, Midyear Review, 

· Arranging long service award and LIFE card

· Arranging monthly sports and social activities for employees 

· Arranging employee birthday celebrations

· Arranging monthly team meetings

· Employee Welfare committee meetings 

· Conducting orientation to new employees

· Handling employee personal filing

· Telephone etiquette 

· Conducted the Rotana Employee Satisfaction Survey (RESS)
 SOFTWARE SKILLS
· Microsoft Office 
· Microsoft Powerpoint
· Microsoft Excel


· Web searching 


· Windows 98/2000/XP 

· Adobe Photoshop 

PERSONAL SKILLS
· Team player and ability to work under pressure and excel in the tasks given.
· Good Communication, grasping and Interpersonal Skills

· Proactive, Sincere and Hardworking nature.

· Good time management skills.

EXTRA  CURRICULAR  ACHIEVEMENTS
· Completed two levels of dance course with Shiamak Daver. 
· Have been awarded best dancer in High School for the year 2005-2006
· Have won best group dance at “Jamfest 2006” dance competition held in Mumbai.
PERSONAL INFORMATION
           Age:                                                        24 years (11.11.1990)

            Nationality:                                           Indian

            Sex:                                                          Female

            Languages known:                             English, Hindi, Marathi
            Driving License:                                  U.A.E Driving License (Automatic)
   I hereby declare that the above furnished information is true to the best of my knowledge and belief.

   Place: Abu Dhabi
