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CAREER OBJECTIVE
To establish a career in a competitive and innovative environment, which enable me, to utilise my skills to the maximum for the development of the organization. 
EDUCATIONAL QUALIFICATION

· Master of Business Administration (MBA) with specialization of HRM and Marketing Management,from the Bharathiar University[INDIA].
· Bachelor of Arts (B.A) from the Calicut University [INDIA].

PROFESSIONAL EXPERIENCE
ASST MANAGER HR & ADMINISTRATION (March 2012 to Sep 2014)
COMPANY NAME: DISTRIBUTERS PVT LTD, KERALA, INDIA 
Company Industry: Distribution 
Responsible for the full employee life cycle from recruitment, induction to exit and for providing full administrative support to the HR Managers and Officers. Preparation of HR Budgeting, also involved in the day to day running of the HR office.

Responsibilities:
·  Responsible for HR & Admin functions.
· Preparation of HR Budgeting.
· Arranging & conducting Interviews/Initial screening of the candidates.
· Recruiting and training of new employees.
·  Maintenance of employee database. 

·  Maintaining & Updating Leave Records and attendance.

· Preparation of Salary Statement.

· Regular updating of communication channels. 

· Prepare and submit all relevant HR letters/ documents/ certificates as per the requirement of  employees in consultation with the management
· Prepare & process timely distribution of Salary, bonus, increment Salary slip, leave encashment and full & final settlements.
HUMAN RESOURCES INCHARGE (Dec 2009 to Dec 2011)
COMPANY NAME: AL ZAMIL GENERAL TRADING AND CONTRACTING, KUWAIT
Company Industry: General Trading and Contracting

Responsibilities:

· Recruitment of new employees when company required.
· Training of new employees.

· Establish and maintain appropriate systems for measuring necessary aspects of HR Development.
· Effective office administration.

· Monitor & measure report on HR issues, Opportunities and development plans and achievements within agreed formats and time scales.
· Manage HR operational issues (including employee relations).
· Responsibility for implementation of disciplinary procedure as and when required
ASST HR AND ADMINISTRATIVE MANAGER (December 2008 to Dec 2009)
COMPANY NAME: RED ROSE GTCC, SHUWAIKH, KUWAIT.
Company Industry: General Trading and Contracting

Responsibilities:     
· Recruiting and training of new employees for sales and data base collection.

· Managed a team of 12-15 that established for sales and Database collection.

· Manage operational issues and inform it to the top level management. 
· Extensive involvement managing customer relationships at all levels.

· Marketing Co ordination.

· Effective office administration (including pay role and compensation).
UNIT MANAGER (May 2008 to November 2008)

COMPANY NAME: ICICI PRUDENTIAL Life Insurance, Kalpatta, Kerala, INDIA
Company Industry: Banking and Financial services.
Job Role: Coordinated the sales team, Customer service, promoted promotional strategies for improve the sales.
Responsibilities:
· Recruitment of potential advisors and Co - ordinate the training.

· Co-ordinate the Sales team of 20 Mortgage advisors. 
· Support sales team.

· Deal with customer with best service and resolve their complaints and issues. 
COMPUTER PROFICIENCY
· Operating System   :   Windows.

· Packages
                 :    MS Office, Tally
· Working experience in Oracle base packages.
PERSONAL DETAILS
Date of Birth



:
25TH Augus t 1982

Nationality



:
Indian

Marital Status



:
Married

Language Known


:
English, Hindi, Malayalam and  Tamil
Strong belief that everything is possible through hard work, positive aptitude and commitment.
