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Objective


To pursue a long career in an organization where my qualification, skill and experience would be an asset and where I can add value to my technical as well as managerial skills to attain the greatest possible heights and to establish and carve and identity for myself in the competitive world by my hard work, commitment, determination and sincerity and also to contribute towards the growth of the organization with my never give up attitude and positive thinking. 

Executive Profile


· Experience as Manager in administration and office management, H.R management, including recruiting, selection, induction, training and related activities.
· Experience as legal consultant scrutinizing title deeds for equitable mortgage by deposit of title deeds, recovery management in hire purchase and leasing finance, placing criminal complaints and civil suits for realization of outstanding dues in H.P. accounts, i.e. apart from all kinds of Civil and Criminal proceedings for banks and other financial organizations. 
· Excellent communication skills self-motivated team player, high achiever and   consistently maintain a positive attitude with excellent problem resolution skills, administrative and analytical skills.
· Interact well with people of diverse backgrounds and cultures at professional levels with strong team working, leadership, and multi-tasking skills.

· A keen planner with competencies in formulating and executing strategies for streamlining operations for business excellence.

· Proven performer who can make vision and strategies with effective communication and writing skills.
Career Progression 

          Administration Officer cum Sales Manager

           Deedbox General Trading co., L.L.C

 Dubai,U.A.E





        Mar 2009 – To present
· Responsible for day to day administration of company inclusive of bank

Formalities.
· Provide operational and administrative support to the Managing Director.

· Prepares daily operational memos and reports.

· Making all business correspondence (organizing and sending e-mails ,faxes and business letters)as per the instructions and approval of the Managing Director
· Arrange meetings and appointments with other companies.

· Generate sales of company products within the designated industry segment.

· Meet/exceed minimum quarterly and annual sales objectives 

· Prepares quotation for various customers.

· Reviews existing sales procedure and prepare reports to ensure the stability of sales.

· Promoting end enhancing the good quality of the product.
Biju 


Administration Manager, 

Inland Properties and Developers, 

Kerala, India




          Aug 2006 - Mar 2009 

· Managing quality and cost control. 

· Responsible for the overall work performance of the company & management of office environment. 

· Gathering, adapting, storing and distributing information within the company using information systems.

· Providing specialized support to other departments and managers.

· Planning, organizing, providing leadership and controlling all other administrative functions.

· Rendering service to other functions within the organization. 

· Ensuring that human and material resources are correctly utilized. 

Administration Officer, 

Thumpassery Combines, Kerala, India 
           Aug 2005 - Aug 2006 

· Responsible for the day to day running of the office including supply management and liaising with various banks.  

· Carry out general administrative and office managerial tasks including data management, record keeping, etc.

· Provide project support and ensure processes are followed. 

· To deal with general and customer enquiries via phone and email

            Lawyer, 

 J &S Law Chamber



            July 2001 – Aug2005 

           Kerala,India
Practiced as a Lawyer in District and Sessions Courts, various other courts, Tribunals and Legal authorities and handling all kinds of Civil and Criminal matters.
· Documentation works related to legal contracts, payments etc. concerning banks and other clients. 

· Documentation works related to all Court procedures in India

· Supporting Senior Lawyers who work with commercial real estate clients and complex real estate transactions. 

· Document searches, transcribing, typing, editing, and proofreading documents.

J&S Law Chamber is a reputed law firm who is the legal consultant of:

1. ICICI Bank Ltd., India

2. IndusInd Bank Ltd., India 

3. Bajaj Auto Finance Ltd., India 

4. Mahindra & Mahindra Financial Services Ltd India                      

5. CitiFinancial, India



6.  HDFC Bank Ltd ,India


Academic Qualification


· Bachelor of Law from Vaikunta Baliga College of Law, Udupi, affiliated to University of Mangalore, Karnataka, India – (July 2001)
· Bachelor of Academic law from Vaikunta Baliga College of Law, Udupi, affiliated to University of Mangalore, Karnataka, India - (July 1999)

Computer Skills


· Microsoft Office applications: Word, Excel, PowerPoint, Access, and using the web as a tool
· Languages: C, C++, JAVA
· Front End: Visual Basic 6.0
Personal Details


· Date of Birth : 09-02-1977

· Status : Male/Single

· Nationality : Indian

· Languages : English, Hindi, Malayalam, Tamil, Kannada

· Visa Status  : Employmenteferences
· Reference    : Available upon Request 
