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CURRICULAM VITAE
Objective:-
To build a challenging career which will commensurate with my qualification and experience, where I can assure a dedicated and committed contribution to align myself to meet the organizational goals as a prospective employee.
Areas of Interest:-
· Human Resource Executive

· Administration
· Document Controller

· Sales Executive

Personal Profile:-
Being well used to meeting tight deadlines, I am quick to appraise new situations and learn new assignments. 

Education Qualifications
Bachelors Degree - BBM (Bachelor of Business Management)

Hindusthan College of Arts and Science, Bharathiar University

Course Duration - 2005-2008
Higher secondary

Kerala Varma Higher Secondary School Eriyad, Kodungallur, Kerala, India

Course Duration - 2002-2004
S.S.L.C

Govt Higher Secondary School, Kodungallur, Kerala, India
Technical Skills

Diploma in Systems and Networking - NIIT Institute, Cochin
M.S Office - Sprint Kodungallur
Professional Experience Summary

Designation: Administrative Assistant in Human Resource Dept
Work Period: December 2010 to October 2013
                              Company: Confidential
Duties and Responsibilities:-
· Responsible for maintaining personnel files and records and HR filing system
· Responsible for maintaining employee records. (Resumes, Passport copy, Insurance, Experience certificate, Leave/Vacation forms, memos etc.)
· Hyperlink the resumes of the active employees to the Database.
· Updating the staff visas renewal of Iqama, etc.
· Maintaining daily attendance and reporting to the department head in daily basis.
· Maintaining Injury, accident reports from the sites in order to claim Insurance.
· Responsible in forwarding Monthly report from the sites in order to claim insurance.
· Responsible in forwarding monthly report to the management, regarding the headcount of all active sites (Iraq and Kuwait).

· Responsible for effective email communication with clients.

· Responsible of the data entry of all the staff request forms: Leave request, absence request, Exit-Reentry request, etc 

· Arranging & conducting Interviews/Initial screening the candidates/ helping in recruitment processes. 
· Prepares recruitment lists and job postings 
· Handling the full and final settlement of the employees.  
· Conduct exit interviews for employees and record them accordingly. 
· Review job descriptions for all positions at regular intervals and update them in consultation with the respective Managers.
· Conduct first round of telephonic interview for the candidates to schedule Interviews
Designation: Office Administrator

Work Period: May 2009-Nov 2010
Company: ICICI Prudential life insurance co ltd, Cochin
Duties and Responsibilities:-

· Handling customers and Answer high volume of calls and maintain a rapid response rate according to agreed standards.

· Type and word-process various documents and electronic information. 

· Maintain and update continuously, by local knowledge and by local means, a log of the availability of staff likely to receive inbound calls.
· Order and maintain relevant office supplies for effectiveness of personal duties.
· Establish and maintain effective working relationships with co-workers, supervisors and the general public.
· Arrange and participate in meetings, conferences, and project team activities.
· Operate a variety of standard office machines, including a personal computer and a variety of computer software, phone, fax, calculator, shredding machine and photocopy machine
· Perform reception duties in and efficient, professional and courteous manner.
· Maintenance of employee database.

· Maintaining /Updating Leave Records.

·  Arranging & conducting Interviews/Initial screening the candidates/ helping in recruitment processes. 

· Review job descriptions for all positions at regular intervals and update them in consultation with the respective Managers.
Designation: Admin Officer

Work Period: Aug 2008-Feb-2009
Company: Vodafone, Eben Telecom, cochin
Duties and Responsibilities
· Assist with preparation of the budget

· Establish and maintain supplier accounts

· Ensure data is entered into the system

· Ensure transactions are properly recorded and entered into the computerized accounting system

· Issue, code and authorize purchase orders

· Manage distribution of utilities bills and collections of account

· Administer employment agreements

· Maintain the leave management system

· Review remittances

· Supervise completion of the payroll

· Review payroll reports

· Manage the filing, storage and security of documents

 
Respond to inquiries

· Supervise the lands program

· Supervise customer services and respond to customer inquiries

· Assist with preparation and advertising of contract documents

 
Administer contracts

PERSONAL DETAILS
Date of Birth

:          10/11/1985

Blood Group            
   
:           B+ve
Gender

:           Male
Nationality

:           Indian
Religion

:           Muslim
Languages Known:
            To   read & write  
     
:            English, Malayalam, and Hindi 
 

             To speak                           
          :             English, Malayalam, Hindi and Tamil
Other Activities & Hobbies
· Making friends ,surfing Listening to Music

· Sports (Caroms, Football)
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