Gulfjobseeker.com CV No: 1315434
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
                          [image: image1.jpg]



OBJECTIVE
Be part of a fast paced and challenging corporation by aligning my strengths and capabilities of the firm’s objectives, creating synergies of progress and mutual development. 
CAREER HISTORY
[
HR Administrator

Organization : Al Badi International Group, Abu Dhabi, UAE            
Duration : One year
Key responsibilities :

· Attendance management 

· Maintaining personal files and employee documentation

· Payroll management.

· Documentation and periodical reporting
· Handling  recruitment and selection
· Preparing interview schedules and arranging interviews as part of recruitment.

· Arranging employee training and orientation services.
· Monitoring company security matters

· Ensuring safety for the workers

· Factory and office administration

· Labor camp and accommodation management

· Preparing various statements and assisting accounts, safety, sales and purchasing departments

Administrator                                                                                                 
Organization :  MINA Medicals, Kerala, India



Duration:  Three years 
Key Responsibilities:
· Administration 
· Managing routine activities 
· Checking and verifying stock, preparing and giving orders

· Billing and Inventory control 
· Making monthly and annual reports

· Customer management
EDUCATIONAL QUALIFICATION

MBA HR & Marketing
-
Mahatma Gandhi University
 
B Com (co-operation)
-
Calicut University


 
Diploma (Computer Hardware Maintenance)



           
CAREER STATEMENT

My greatest strengths are firstly my strong commitment for providing a professional service to fellow colleagues. Secondly my skill at developing and maintaining a close working relationships with people from all social backgrounds, which in turn helps me to gain a in-depth understanding of their individual needs. Thirdly my real passion for the HR field as a whole. 

	COMPETENCIES
· Working in fast paced, high transaction volume environment. 
· Ability to organize & prioritize workload within any setting. 

	· Knowledge of monitoring progress in employees’ career.    

	· Completing all tasks in a timely, organized and professional manner.  

	· Ability to communicate effectively in English, both orally and in writing. 

· Maintaining all HR paperwork to ensure compliance with relevant legislation. 

· Able to work on multiple projects simultaneously. 


PROFESSIONAL  SKILLS

HR processes & systems 
Business Administration

Recruitment methodologies                 Payroll Management

Document management

Absence management
Report making


HR system maintenance

HRIS Management
COMPUTER KNOWLEDGE
[
Computer hardware maintenance



MS Office


Turbo C++
Photoshop






Tally



PASW 18
PROJECTS UNDERGONE

· Project in Eastern Condiments Pvt Ltd, Adimali (two months)
Description: “Effectiveness of training methodologies in ECPL”
· Organizational study in Indian Telephone Industries Kanjikkode, Palakkad (one month)                   Description: Functional analysis and SWOT analysis of ITI Ltd.

TRAINING/COURSES ATTENTED 

· One month training on Business Process Outsourcing (BPO) 
· Training on Statistical Package for Social Sciences (SPSS 18)
OTHER DETAILS

Date of Birth 

:
 11 May 1989
Nationality

:  
 Indian

Gender 

:
 Male
REFERENCE

:
Available on request





