[image: image1.png]



Deena Saldanha
Email: deena.32161@2freemail.com 
	Present Address

Bur Dubai,

Dubai, UAE
Personal Data

Date of Birth:24/11/1983

Gender: Female 

Nationality: Indian

Visa Status: Husband Sponsorship

Marital Status: Married

Languages Known: English, Hindi, Kannada, Konkani and Tulu.

Hobbies: Reading, listening to music.
	  Objective

To seek a responsible career in the field of Human Resource where I can utilize my skill and knowledge, which demand practical and endless creativity. Looking forward to add valuable experience and new direction and challenge in all areas of Human Resources by continuously using both theoretical and practical background in new areas.
Professional Summary 
· A dynamic profession with 8 +years of experience in Human Resource & administration fields and various other departments. 
· Quick learner with leadership qualities to execute any task as a team member or individual
· Able planner and executes ideas in professional manner 
· Effective communication skills, skilled in office management techniques.
  Education
· Masters in Personnel management – Indsearch Pune University, 
        Pune - 2006-2008 – 63%
· Bachelor of Commerce (B.Com) with Personnel Management and Office Management as electives from St. Agnes colleges  College, Mangalore-2002- 2005 – 78%
· Senior Secondary School from Lady hill Victoria Pre – University college , 
                Mangalore -2001 -2002 – 70%
· Secondary School Certificate St Marys Girls High School,
               Mangalore – 1999 – 2000 – 68%



Company Name
:
Samra International DMCC

Duration

:
March 1st 2012 – Till date

Designation

:
HR Officer


Key Responsibilities

· Managing  and routine administration of over 400 employees and responsible for the entire operation of 

           the HR/Administration Department of Samra Group with 1 factory and 15 Retail outlets.
· Focus on Recruitment Management resume Short listing scanning conducting interview and recommends the suitable applicant to the concern departments, sourcing and recruiting the candidates as per management requirement and hiring labours from the manpower suppliers.

· Maintaining the all employees records through online system (HRMS) updating daily attendance regularly, keeping the track of employee’s visa, passport, Labor card, health card,  emirates id card and vacation renewals date and allocating and managing the staff resources according to the needs.

· Allotting duties to PRO for visa procedures, clearing requirements, Departments of police judiciary coordinating with various concerned government and private related matters.

· Managing for employee’s daily Attendances, Monthly Attendance, New Joining and Re-joining updating, Transfer of Employee’s, Vacation of Employee’s, Full and final settlement of employee’s as per UAE labour law etc.
· Updating the entire employee’s salary details on time and forward to insurance company for the purpose of workman compensation.

· Managing entire Administration works Renewing all document related for the companies trade license legal agreement ,tenancy contract workmen compensation, public liability, fire & accidences insurance health insurance, chamber of commerce certificate, immigration card, pro card, health card, warehouse staff accommodation and transportation management.

· Ensuring timely Renewal of Motor Insurance 
· Managing HR/Admin team solve employee conflicts and improve HR Administration, develop strong relationship and effective communication between company and employees.
· Applying all business visas for various exhibitions, business development meetings etc.  

Company Name
:
Fidelity Investments
Duration

:
June 26th 2008 – Dec 17th 2010
Designation

:
Customer Service Executive / HR Executiv.
Working with HR team -Fidelity Investment
· Updating and reviewing the job description prior recruitment for all the open positions.

· Sourcing CV’S from the company database, consultants, Employee referrals etc.

· Screening the candidature of the clients with flexible pre definable criteria.           

· Working closely with the hiring manager on hiring activities.

· Meeting recruitment targets in terms of numbers, cost and quality.
· Recruiting various junior, middle and senior level positions into IT and operations.

· Preparing weekly status tracker weekly and monthly.
· As per the requirement of the position finding the suitable candidates with the pre defined set criteria provided in the job description.
·    Preparing the "offer letter”.
·    Assisting the employees with various forms filling such as PF forms.
·    Fixing up Medical checks with the hospitals.

· Providing the employees with necessary knowledge, skills, and behaviors to become effective organizational members and insiders.             

· Handling Employee induction and orientation..

· Conducting Employee Satisfaction Survey.

· Employee Engagement activities like Recognition and benefits, traditional day, party and get to gathers.

· Improvement in employee retention or satisfaction. 

Working with Re-Reg team - Fidelity Investments
· Processing the UK clients’ Re-Registration & Transfer Applications

· Liaising with various divisions within fidelity for carrying out multiple instructions from the customers & their IFAs and trying to solve the customer query in best possible way ensuring consistent customer delight

· Floor walking in the team for solving critical business issues/queries.

· Constant interaction with UK counterparts and Process Improvement Area or ensuring consistent improvement in day-to-day operations

· Training of the resources and the New Joiners

· Providing report of weekly volumes and head count to the supervisor
Internship Projects
Company Name
:
John Deere Equipment Pvt. Ltd
Duration

:
January 17th 2008 – March 08th 2008
Designation

:
Inplant Trainee
Key Responsibilities

· Maintenance of Applicant Pool.

· Recruiting candidates through campus or walk-in or against published advertisement for Diploma Engineers Trainee (DET).  A target for closing four DET was achieved.

· 1-2 days Orientation & Induction sessions for all the new joinee.
· Preparation of Training calendar and assisting HR head in the co-ordination of various training & development activities.
Company Name
:
Xchanging Technologies Services India Pvt. Ltd.
Designation

:
Summer Trainee
Key Responsibilities

· The organization takes care of all Outsourced jobs of Deutsche Bank.
· Maintenance of Applicant Pool.

· Co-ordinated with HR department in the selection process for hiring candidates through campus and walk-in
SPECIAL SKILLS

Knowing Office Package: Microsoft Word, Excel, and Outlook Express.

SIGNIFICANT ACCOMPLISHMENT IN SCHOOL & COLLEGE

· Attended One-day workshop on the value of communication.
· Done One-day visit to “V-3 Engineers Pvt. Ltd.” to learn the functioning of Corporate Human Resource Department.
· First prize in Seminar on “Attrition Rate and People Management”.
· First Prize in Quiz & Debate competition in Higher Secondary School.
· Stood in Merit list in Business Studies in Higher Secondary School
Declaration

I hereby declare that the above-furnished details are true to the best of my knowledge and belief.

DATE:



                                            Deena 

NB; References are available upon request.
