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HUMAN RESOURCES MANAGEMENT / PUBLIC RELATIONS LIAISON/ ADMINISTRATION
	Human Resources Manager ~ Public Relations Liaison~ Administrator
A friendly and compassionate person with a natural flair for customer care


Summary of Qualifications & Traits
· Top notch office administrator, human resources and PRO with more than 10 years of experience coordinating office management and Human resources with high degree of efficiency; analytical & detail-oriented with a record of producing quality work within strict timelines.

· Active listener, bright and visually observant, problem resolution abilities, and a high level of confidentiality.

· Manage a diversity of routine functions and special projects in a fast paced, computerized corporate environment.

· Outstanding organizational and managerial skills.

· Extensive experience in customer care, public relations and sales support in a diverse range of challenging situations.

· Highly effective written and verbal communication skills; get along well with others.
· Open, trustworthy and honest; 100% ethical in all matters without compromise.

· Highly organized, very precise and methodical, with meticulous attention to detail.

· Tech savvy- Well versed with internet and MS Office.

Professional Experience

Maybury Fresh Food Store LLC, Dubai & Sharjah branches 


     
                Jun 2012 to Present

Human Resources Manager & Public Relation Liaison, Office Administrator 

· Hiring
· Human Resources Management
· Preparing offers, contracts
· Providing advice to colleagues on basic terms and conditions (annual leave, sick leave, payroll, etc.)

· Communication Processes
· Compensation and Wage Structure
· Implementing and managing HR policies and procedures 
· Classifying Employees
· Employment Law
· Visa processing in all stages
· Trade license renewing and updating
· Communication with government departments
· Assist accounting functions involving management of petty cash, payments, and bank accounts.

Delta Line International Building Material TRD LLC, Dubai 



     
    Jan 2005 –Jun 2012
Office Administrator & Human Resources Manager
· Effectively manage general filing system and mail processing

· Assist accounting functions involving preparation of Invoices and Quotations, management of petty cash, payments, and bank accounts.
· Provide sales support and resolve customer queries.

· Organize executive meetings, appointments and catering and travel arrangements 

· Provide administrative support to staff members across a fast-paced crushers practice. 
· Track availability of materials and follow for transportation.

Atlantic Audit 









      
   Aug 1995-Aug 2000
Company Accountant

·  Prepared invoices, oversaw payments and managed petty cash
Professional Development
· Banking Specialist Education, Central bank of Uzbekistan (1994)

· Computer- Peachtree, Oscar Cultural Institute (2011)
· Studying Practical Centre- NAFIS-NTN- Computer Skills (2003)

· Bookkeeping calculation, Board of Society ZNANJE (1991)
· Certified Human Resource Professional (American Certification Institute) – CHRP (2016)

· Certified Human Resource Management (American Certification Institute) – CHRM (2016)
Personal Information

· Date of Birth: 4th May 1970

· Citizenship: Uzbekistan
· Languages Known: English, Russian & little speaking Arabic
· Location Preferred: Dubai or Sharjah

· Holds valid resident visa and driver’s license
