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Summary:

6 years of experience in HR and Admin responsibilities besides handling the reception and certain secretarial responsibilities.
Objective:

I aspire to work in an organization that challenges my capabilities and encourages me to bring out the best in me for organizational benefit and personal satisfaction. 

Industries worked with:

German International School, Dubai (April 2017 – Present)
Designation: 

Reception cum Administrative Assistant 
Responsibilities handled:
1. Maintaining Student database.
2. Managing the attendance system.
3. Employee and student Leave Management.

4. Maintain computer and manual filing systems.

5. Maintaining up to date employee holiday records.
6. Assisting the HR in the hiring process, talent management, engagement activities, exit management and all other HR responsibilities.
7. Scheduling meetings and appointments with the top management.
8. Oversee, supervise and resolve administrative tasks and problems.
9. Scanning all documents for purpose of filing.
10. Coordinate repairs to office equipment.

11. Prepare Minutes of Meeting for admin meetings and assist in report preparations.
12. Receiving calls and transferring them to the concerned person in the team.

13. Greeting visitors and assisting them.

14. Maintaining the cleanliness and hygiene of the reception area.

15. Handling other reception responsibilities.
16. Handling office couriers.
17. Other admin responsibilities.
Industries worked with:

IVANO Trading L.L.C., Dubai (December 2015 – January 2017)
Designation: 

HR Administrator 
Responsibilities handled:
1. Collecting recruitment requests from department Heads and posting adverts.
2. Sourcing CVs and conducting Interviews.

3. Completing the On boarding formalities.

4. Manpower Planning and Succession Planning.
5. Creating Job Descriptions, HR Manuals, Company Policies.
6. Assisting in creating Vision, Mission and Values of the Company.
7. Creating the Organization Structure and Salary bands.
8. Creating hierarchies, levels and designations for the organization.
9. Conducting one on one interactions with employees.
10. Handling employee personal files.
11. Conducting Inductions.
12. Conducting Employee Training Need Analysis.
13. Assisting in fulfilling joining formalities of the new joinees.
14. Handling Visa and Ticket formalities for the team.
15. Preparing Employment Contracts, Offer Letters, Confirmation Letters, Salary Revision Letters etc.

16. Maintaining record of Employee Passports, Visas, Office Vehicles, Insurance etc.

17. Managing Office purchases.
18. Handling Office Printing needs.
19. Maintaining insurance documents.
20. Employee Leave Management.
21. Handling Petty Cash.
22. Assisting in Salary processing.
23. Making Office payments.
24. Conducting monthly review meetings and preparing minutes of the same.
25. Handling the PMS process of the organization.
26. Handling the exit management process.
27. Handling other Admin responsibilities.
Industries worked with:

CATS (Consulting And Training Solutions) Academy India Pvt. Ltd. (May 2012 – Oct 2015)
Designation:
HR Manager
Responsibilities handled:
1. Handling end to end recruitment responsibilities.
2. Manpower Planning and Succession Planning.
3. Creating Job Descriptions, HR Manuals, Company Policies.
4. Assisting in creating Vision, Mission and Values of companies.
5. Creating the Organization Structure and Salary bands.
6. Creating hierarchies, levels and designations for the organization.
7. Conducting one on one interactions with employees.
8. Handling employee personal files.
9. Conducting Inductions.
10. Conducting Employee Training Need Analysis.
11. Designing employee assessments, tests, and management games based on shortlisted competencies, evaluation of the data, post assessment assistance, designing of the assessment report.
12. Conducting Employee Satisfaction Surveys.
13. Developing content for training programs.
14. Conducting entry level employee trainings and trainings on communication, stress management, work life balance, email and grooming etiquette, team work etc.
15. Handling the entire PMS process of the organization.
16. Handling the exit management process.
My strengths include:

· A hard and smart worker

· Quick learner

· Out of the box thinker

· Trustworthy

· Enthusiastic, self-motivated and outgoing 
· Passionate and dedicated towards work

Educational Qualifications/ Academic Credentials:


Board/

	University
	Percentage
	Class


1st Class

	

	B.Com

(Banking & Finance)
	2010
	Pune University
	74.91
	1st Class With Distinction

	H.S.C.
	2007
	Maharashtra Board
	82.00
	Distinction

	S.S.C.
	2005
	Maharashtra Board
	79.73
	Distinction


Professional Qualifications:

1. Completed Diploma (C1) in German from Das Goethe Institut, Pune, India
2. Certified Facilitator for ‘Persuasive Communicator’ from Persona Global, USA

3. Completed a Certificate Course in Recruitment, Selection & Retention from MIT

4. Completed a Certificate Course in Enrichment: Training and Development from MIT

5. PowerPoint, Word and Excel proficiency

6. Completed a Course in Computer Graphics and Automation 

Achievements:

· Awarded the Best Performer Award in the organization in 2013

· Won the Best Project Execution Award from PMI during the Master’s Program
· Won several dance competitions best of my knowledge.
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Name: Ramona 


Email ID:  � HYPERLINK "mailto:Ramona.383016@2freemail.com" �Ramona.383016@2freemail.com� 


VISA Status: On Husband Sponsorship till April 2019


Experience: 6 years of HR, Admin and Reception handling experience








