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CURRICULUM VITAE

OBJECTIVE

To obtain a position where my experience and knowledge can be fully utilized for the organization I work for and where, through acquisition of more experience and updating of knowledge, pursue advancement in my career and develop professionally to wield managerial responsibilities.
WORK EXPERIENCE

Office Administrator Cum HR Executive  
 ( Technical Contracting LLC, Sharjah, U.A.E) – September, 2008 to till date.

JOB PROFILE
· Organise Office operations and procedures
· Maintain Office records in a confidential, organized manner. Responsible for upkeep of information including personnel files and staff data base

· Maintenance of client data base and ensure information is upto date

· Monitor the activities of the sales team so as to achieve new contracts

· Preparing and providing quotes, acknowledge the purchase order. Ensure that all documentation are done 

· Composing necessary correspondence and dealing with clients

· Planning and arranging for new recruits

· Liaise with other agencies, organizations and groups

· Respond to incoming queries and assist with mail outs

· Co-ordinate the mobilization of new employees quickly and efficiently and accommodation and transportation are arranged as and when required

· Manage payroll system and Wages Protection System

· Managing Visas and insurance of staff and vehicles
· Settling end of service benefits

· Ticket bookings, arrange pick up and repatriation of cancelled employees
· Ensure payment of SEWA and Etisalat bills in time and renewal of company Trade Licence annually

Office Administrator
(Furniture Industries LLC, Sharjah, U.A.E) – April, 2005 to August, 2008
JOB PROFILE
· Collection of timesheets, raising and submission of invoices

· Follow up of payments

· To co-ordinate with our office staff in arranging the transportation and accommodation of our labours

· To allocate the required number of labours to each site.
· To prepare payroll and pay salaries to the employees

· Managing insurance of workers and vehicles

· Maintaining  and updating of   accounts receivables and payables

· Ensures payment of SEWA and Etisalat bills in time

· Renewal of Office flat and Labour Camp agreement.

· Renewal of Trade Licence

Business Development Officer 
(British Biologicals, Kerala, India) –  June, 2003 to January, 2004

Business Development Executive
(Win Medicare Ltd, Kerala, India)  – February, 2004 to December,2004

JOB PROFILE     

· To meet the medical practitioners in the town in order to maintain the existing customers and   generate  new customers for our products.

· To do campaigns for promotion as well as launch of a product at patient and doctors level.

· To ensure the availability of our products in the hospital pharmacy and other nearby outlets.

· To see that the distributors are having sufficient stock to meet the market demand and also to collect the cheques from the distributors in time.
· To monitor the sales of the distributors on a weekly basis.

· To ensure that the targets set by the company are achieved.

ACHIEVEMENTS
· Member of the team which achieved the highest target ever set in Ernakulam District, Kerala, while working in Win Medicare Pvt. Ltd.

· Topper in Personal Order Booking during the launch of a product while working in Win Medicare Pvt. Ltd.

· Selected for the Guard of Honor parade during the Annual Training Camp held at Ernakulam, 1996.

EDUCATIONAL QUALIFICATION

Bachelors Degree in Physics (Mahatma Gandhi University, 1997-2000)

MBA (Mahatma Gandhi University, 2001-2003)

PROJECT

“A Study On The Buying Behaviour Of The Mobile Phone Customers” at BPL Mobile

TECHNICAL QUALIFICATION

English Typewriting (Lower Grade)

COMPUTER SKILL

MS – Office, Internet

EXTRA CURRICULAL ACTIVITIES

· Member of college NCC Unit for 4 years. Passed ‘B’ and ‘C’ certificate. Attended 2 camps.(Annual Training Camp-2006  & National Integration Camp-2008)

· Member of college Cricket and Shuttle Badminton team.

· Elected as Physics Association Secretary of the college.

· Member of Editorial board of College Magazine.

· Member of the college union Advisory Committee

HOBBIES

Sports, Music, Riding

ATTRIBUTES AND CAPABILITIES
· Well experienced in the field of HR, Co-Ordination and General Administration.

· Good management and negotiation skills.

· Reliability, Confidentiality and effective time management skills.

· Possession of excellent oral and written communication skills.

· Computer literate in all Microsoft packages and accurate typing skills

· Energetic operation and positive response to pressure of work.
