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Anu

HR Officer – MBA HR - UAE Experienced 

0504753686 / anu-404840@arabianjobseeker.com 
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Career Objective

Human Resource Professional with 4 years of experience in corporate environment with strong background in hiring, training and onboarding processes. Strong organizational, analytical and interpersonal skills to connect effectively with various levels of employees.
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Education & Certification

Certified Human Resource Professional & Certified Human Resource Manager – American Business Institute of Management – Dubai, UAE. – Jan 2023.

MBA – Human Resource Management – Bangalore, India. –Sep 2018
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Work History

HR Generalist – Digits Marketing Management – Dubai, UAE.
Since Aug 2022

· Managing end to end recruitment cycle (sourcing, screening, interviewing, and onboarding).

· Conducting reference check and making offer letter and rest administration duties.

· Induction & Onboarding of new hired and organize training-based TNA.

· Executing performance management with partnership with department heads and reviewing periodically.

· Making policies and procedures.

· Preparing payroll for salary/WPS.

· Maintaining all employee record and attendance record.

· Visa processing with PRO (new, renewal, and cancel).

· Handling employee grievances and addressing them on a timely manner

· Conducting exit interview and final settlement.
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HR Coordinator – IT Services PVT LTD – India.
Sep 2018 to Jun 2022

· Possess knowledge of recruiting process including sourcing, interviewing, maintaining data, tracking.

· Responsible to understand and analyze the requirements in different domain categories and provided full-service recruitment, from identifying qualified candidates.

· Effectively recruited candidates through internet research, internal database, referrals, CareerBuilder, indeed, Job Posting on Monster and other strategies.

· Qualifying candidates by conducting telephonic interviews to obtain work history, education, training, job skills and salary requirements.

· Oversaw and managed onboarding process with facilitating orientation and also handled exiting process.

· Implemented new-hire program by incorporating training initiatives while resolving problems and processing related documents.

· Supported the execution of various developmental programs for both existing and new employees for them continues personal and professional growth.

· Maintained all the HR Records on daily basis.
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Skills and Competencies

	•
	UAE Labour Law
	•
	HRIS

	•
	Excellent written and oral skills
	•
	Conflict Management

	•
	Recruitment & Selection
	•
	Full & Final Settlement

	•
	Salary & Payroll
	•
	Exit Interview
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Personal Information

Nationality - Indian

Date of Birth – 09/01/1994

Marital Status – Married

Visa Status – Visit Visa

Languages – English, Hindi, Kannada, Marathi, Konkani

Please contact us for arranging candidates interviews free of cost.
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HR CONSULTANT WhatsApp: +971504753686

feedback@arabianjobseeker.com

Office No 568, Dynamic Business Center, Abu Baker Siddique Metro Station, Dubai

Human Resource, Managem ceting Research & IT Co

Portal Services | Public Networking edia Digital Marketing | Web Desi

CV Writing & Distribution | CV Highlight | Video CV | Certificate Attestation | Visa Service
Job Posting & Advertisement | Staff Recruitment | Business E-Marketing




