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Imbesat
E-mail: imbesat.95823@2freemail.com 
Seeking challenging role with a reputed organization where my skill and experience can be utilized to achieve business goals.

Synopsis
· Master in Business Management (MBA) with specialization in Human Resource (HR).
· Cumulative 4 years of experience.

· Extensive experience in preparing & compiling various management reports.
· Knowhow of UAE Labour Law, Employment VISA Processing/Cancellation.
· Certified HR & Recruitment course (CHRC) completion from NADIA Training Institute, Dubai.
· Excellent communication & Team Management skills with ability to handle diverse tasks and perform effectively.

Organizational Experience

1)  Since January 2015                                                    Indigo Sky Air Conditioning Industries LLC 

                                                                                             Jabel Ali Industrial Area – 1, Dubai, UAE.
Indigo Sky Air Conditioning Industries LLC, a large manufacturing unit setup in Jabel Ali Industrial Area, Dubai produces Air Duct and its related Accessories to cater the construction industry of UAE and Mena region. With more than 50 highly skilled and well trained work force, Indigo Sky has emerged as one of the leading air conditioning duct manufacturers in UAE. 
HR Executive
· Responsible for ensuring all documents related to VISA processing/Renewal/Cancellation.
· Generating payrolls of employees.
· Coordinating with Accounts department to ensure all benefits of employees including salaries through WPS. 

· Generating Leave entitlement and Salary, Final Settlement, Medical benefits, claims etc. for all employees.
· Assist Operation Manager for the recruitment and placement of new employees.
· Assist Production Manager to analyse monthly productivity. (Production Vs Man-hour)
· Provide HR support to New Employees.
· Manage Personnel file records of Employees. 

· Conducting HR induction for new Joiners.
· Sourcing out CV’s through Recruitment Agencies, Referrals and placing Adverts in the newspaper

· Arranging Interviews for the selected candidates

· Initiating and executing all HR related meetings. 

· Provide assistance for recruitment and selection of personnel as and when necessary.

· Provide support and guidance to managers where necessary on pay issues, performance appraisals, employee training and development etc.

· Support and help implement all training and development programmes. 
2) March 2008 – February 2009.                                                                Reliance Communications, 
                                                                                                                           Patna, India.
Reliance Communications is the flagship company of the Anil Dhirubhai Ambani Group (ADAG) of companies. Listed on the National Stock Exchange and the Bombay Stock Exchange, it is India’s leading integrated telecommunication company with over 74 million customers.
HR Executive Trainee
· Meeting with departmental representatives to discuss HR issues.
· Referring issues to senior HR staff.
· Coordinating prospective candidates, arranging interview and administering offers.
· Conducting induction of new staff.
· Participating in the collection of market salary information for the annual review.
· Assist HR Executives and HR Manager to gather and analyse various HR related data.

· Monitoring, maintaining and forwarding attendance sheet of all employees on daily basis to HR Manager.

· Maintaining and analysing data related to visitors on daily basis.

Educational Qualification
1) Master of Business Administration (2005-2007)

      Human Resource
      Vaishali Institute of Business and Rural Management, Muzaffarpur (Recognized by AICTE). 

.

2) Bachelor of Science (Botany) 
      MDDM College, Bihar University.
3) DOEACC certified ‘A’ level Computer Programmer. 
Projects Handled

· Two months training from HDFC Bank, Muzaffarpur for Development of reports (360degree appraisal) of the bank employees along with supervision of all the employees of the Bank. 

Computer Knowledge

· Diploma in computer application.
· MS Office

· C, C++

Personal Details

· Date of Birth: 14-Dec-1979

· Nationality: Indian

· Sex: Female
· Marital Status: Married
· Languages Known:  English, Hindi, Urdu & Arabic (up-to the extent of reading) 

· Visa Status: Residence (Husband Sponsor)

· Driving License: Valid UAE Driving License[image: image2.jpg]
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