
OBJECTIVE
· Seeking a challenging position in reputable organization where I can utilize my knowledge and experience and grow with company

· Offers dedicated mind for the smooth functioning of the organization
CAREER SUMMARY

· 33 years of civil construction field experience in Administration /HRD/Stores departments which includes various international projects. 
ACADEMIC PROFILE

· S.S.L.C Kerala - 1968

· Diploma in Accounts - Central Education Institute, New Delhi - 1977

· AMCI (Associate Membership) from the Central Educational Institute - New Delhi - 1979

· Diploma in Professional Management - Institute of Professional Managers Britain - 1985 (correspondence course)

TRAINING PROGRAMME ATTENDED

· Management information system / sub contract / finance accounting systems programme           

            sponsored by M/s. AFCONS Infrastructure Ltd; Mumbai

WORK HISTORY

· Senior Officer

September - 2006 - January - 2007

M/s Pati Bel - JV (Pati - SND BHD from Malaysia and BEL - Bhageeratha Engineering Ltd, India - a joint venture) Upgrading of state highways for Kerala State Transport Project under public Works Department, Kerala (Left service due to the discontinuation of project)
· Administrative Officer

November - 2002 to August - 2006

M/s Mika Industries, Kasaragod, Kerala

· Administrative Officer
August - 2002 to October - 2002

M/s RDS Project Ltd, Naval Academy, Ezhimala, Kerala

· Executive / Accountant/ Administrative Officer 

January - 1973 to October - 2001
M/s. AFCONS Infrastructure Ltd. Mumbai (Contractor for major Marine works and Pile Foundations)
JOB PROFILE: 
            I have total 33 years practical works experience in various department of major civil
             construction organisation employing not less than 500 employees which includes:        
             FINANCE/ADMN. /HRD
· Operating day to day account transactions like receivable/payables,re-conciliation,MIS reports,banking 

& financial operations, bank guarantees, cash and fund flow management, corporate reporting etc.

· Day to day site administration which includes responsible for the supervision of clerks and camp attendants involved in providing accommodation and other related services within the camp location,allocation of workload, conduct physical checking, resolve disputes and implement rules and procedures.
· Managing annual performance appraisal system, man power planning and work flow.

· Assisting senior manager in preparing, formulating, validating, implementing and ensuring compliance of HR policies and procedures.
· Proven Knowledge of hygiene and catering responsibilities of staff and workers at camp.
· Handling legal matters of workers with concerned Union and labour authorities.
· Incharge of time keeping and relevant functions i.e maintaining Muster card, Muster Roll, O.T register, Employments register, service record book, Bonus register, I.D Cards, preparation of Daily Labour Reports, Daily Labour cost etc.

· Maintaining records and filling monthly / quarterly / annual returns of P.F and profession tax.
· Submission of Half yearly / annual returns and other statements to Government authorities as per contract labour / minimum wages act.
· Maintaining of records, display of notice board and arranging other facilities of workers as required by the labour authorities as per contract labour Act.
· Arranging medical treatment to workers, maintaining medical records, accident report, arranging workman’s compensation Policy and Group Personal Accident Policy and registration of claim with Insurance Company.
· Procedure of Disciplinary action for misconduct of worker as per Industrial Employment Act.
            STORE KEEPING 
· Store operation including receipt and issue/dispatch of machineries and materials, budget planning and implementation.

· Responsible for sourcing of construction materials and spare parts for vehicles and equipments

· Handle suppliers identification, selection and qualification, price negotiation and finalization of all types of contracts with the suppliers

· Preparation of comparative statement of rates of materials of various suppliers, making of indent and procurement of materials required for the project work.

· Placement of purchase order, purchasing, maintaining incoming / outgoing ledger, material receipt and issues, and minimum / maximum stock control

· Preparation of daily/ weekly/ monthly / half yearly/ annual consumption reports with cost

· Preparation of stock status report

· Physical verification of stock & control over the perpetual inventory statement

· Inventory of machinery, equipment and other materials

· Preparation of F. A. V/s. Stores reconciliation statement.

MAJOR PROJECTS HANDLED IN INDIA

· Oil jetty at Butcher Island for Mumbai Port Trust
· Jetty and civil works for Cochin Shipyard Ltd; Cochin.

· Naval jetty at Cochin Naval base for Military Engineering Services.

· Jetty at Palluruthy for Gionola Binny Ltd; Cochin.

· Container terminal jetty at Willington island for Cochin Port Trust.

· Jetty at Jamnagar for Gujarat Maritime Board.

· Jetty and civil works at Jamnagar for reliance Petro Chemicals Ltd;

· Jetty at Jamnagar for Essar Petroleum Ltd;
· Jetty at Mangalore for Thaneerbhavi Electrical Power Corporation
· Jetty at Vasco, Goa for Goa Port Trust
· Ambica and mindhola railway bridges at Billimora
· Zhuari and Mandovi railway bridges at Goa for Konkan Railway Corporation
· School line fly over bridge at New Delhi for NDMC
· I.P Estate fly over bridge at New Delhi for NDMC
· Jail road fly over bridge at New Delhi for NDMC

· Kindangar - Nedumudi - Pallathuruthy road bridges on Alleppy-Chenganacherry route for Kerala

       State Construction Corporation Ltd;

· Earth satellite communication station at Arvi, Poona under Department of Atomic Energy, Mumbai
· Marine drive project for Cochin Development Authority, Cochin
· Rajghat thermal power project, New Delhi
· Pesa tower, Laxminagar, New Delhi
· Electrical power station project at Duliajan, Assam
· Kedla Washery project at Hazaribagh, Bihar for Central Coalfields Ltd;
· LNG project at Dahej, Bharuch, Gujarat for LNG - Petronet  (a 125 crores project)
·  National aluminium project at Damanjodi, Orissa for National Aluminium Co. Ltd;
· Punalur paper mill project, Punalur, Kerala
· Gareware Nylons project, Pimpri, Poona
· Staff quarters project at Cochin for M.E.S Cochin
· Cochin Bank Project, Cochin
· S.N.V Sadanam building project, Cochin
· Housing board building project , Cochin
PERSONAL PROFILE


Nationality


: Indian


Date of Birth


: 04.06.1951


Linguistic abilities                            : English, Kannada, Malayalam, Hindi, Marathi and Tamil
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