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OBJECTIVE                                                                                                                                         

                    To work within a challenging environment, in a position that employs my skills, utilizes my talents and achieve excellence by improving myself with every experience. Instead of being paid I pursue on the objective of being earned, thereby grow with the growth of company.
STRENGTH
· Efficient planning skills with abilities for achieving the organizational goals.
· Ability to work under pressure and meet deadlines with ease and efficiency.
· Good team player with problem solving and trouble shooting capabilities

· Good communication skill and ability to deal with people according to the situations.

· Strong Client’s and Supplier’s management skills.
ACADEMIC RECORDS

	COURSE OF STUDY
	INSTITUTION
	YEAR OF COMPLETION
	BOARD/ UNIVERSITY
	PERCENTAGE

	B.Sc PHYSICS
	NSS COLLEGE

NEMMARA
	2013
	CALICUT

UNIVERSITY
	89

	PLUS TWO SCIENCE
	A.S.M.M.H.S.S

ALATHUR
	201O
	BOARD OF

HSE KERALA
	86.58

	S.S.L.C
	B.S.S.G.H.S.S

ALATHUR
	2008
	BOARD OF PUBLIC
EXAMINATION

KERALA
	90


ADDITIONAL QUALIFICATIONS
* DIPLOMA IN HEALTH SAFETY ENVIRONMENT ENGINEERING
*NEBOSH INTERNATIONAL GENERAL CERTIFICATE IN HEALTH SAFETY AND ENVIRONMENT
*IOSH-MANAGING SAFELY IN HEALTH SAFETY AND ENVIRONMENT
*MEDIC FIRST AID 
WORK EXPERIENCE

LLP, COIMBATORE, TAMIL NADU, INDIA.
(From June, 2011 to December, 2014)

DESIGNATION: ADMINISTRATIVE ASSISTANT CUM HSE CO-ORDINATOR

* JOB DETAILS :
As ADMINISTRATIVE ASSISTANT:
• Welcome guests and decide whether they should be given right of entry to meet           

   specific individuals.

• Ensure that customers or visitors are entertained appropriately until they meet the  

   appropriate person.

• Handle telephone calls and relay messages.

• Oversee office’s filing and record management needs.

• Attend meetings, take minutes of meetings and ensure that they are recorded properly 

   and distributed as instructed.

• Arrange for payments to contractors and vendors by creating liaison with accounting 

   departments.

• Prepare and distribute correspondence such as memos and letters.

• Schedule meetings and prepare appropriate agendas for meetings and conferences.

• Arrange for executives’ travel and accommodation logistics.

• Ensure that packages for board meetings are prepared and distributed in time.

• Maintain inventory of office supplies and ensure that low supplies are ordered in time.

• Ensure that office equipment is in running flawlessly at all times and arrange for 

   equipment repairs and maintenance.

• Schedule and assign administrative projects and ensure that results are expedited.

• Prepare administrative reports for the benefit of the management.

• Make sure that confidentiality is maintained for both verbal and written information.

• Handle administrative issues and conflicts in accordance to the company’s policies.

• Assist data entry staff with performing data entry tasks by providing informational 

   support to them.

• Organize and direct office services, for instance; records and budget preparation, 

   workers, and maintenance so as to aid executives.

• Prepare memos, invoices, reports, and financial statements by means of word      

   processing, spreadsheet, database, and presentation software such as PowerPoint.

• Ensure quick response to routine inquiries.

• Open, arrange, and deal out incoming mail such as faxes and email.

• Arrange agendas and make arrangements for committee, board, and special meetings.

As HSE CO-ORDINATOR:
> Preparation of Project EHS plan & Maintaining Documentation of the Site.
> Develop training modules for site and office working staff.
> Implementation of safety management program &Constitutions safety committee.
> Implementation of job safety analysis and risk assessment program.
> Coordinating with client mock -up drill for emergency preparedness.
> Carrying out internal Safety Audit & Ensure safe working environment.
> Coordinate emergency procedures & Implementation of various Statutory Rules
> Making Site visit and suggestions to them & keeping the work -site in safe manner.
> Investigation on Serious Accidents, Preparation of Analysis, Follow up
   & Advising on safe methods to avoid accidents.

ACHIEVEMENTS

1. Served for 2 years in senior wing division NATIONAL CADET CORPS as Junior under officer and passed ‘C‘ certificate with ‘A’ grade in National level under the authority of Ministry of Defense, Govt. of India                                       
2. Passed Aptis Test conducted by British Council.

3. Participated in State Level Volleyball Championship in 2006-07.     

4. Participated in the 21 days Residential Training Programme in Communication Skills in English and basic IT skills conducted by Higher Education Department under Government of Kerala.

5. Worked for rural area development program for 7 days under NSS.

COMPUTER SKILLS  

       *PLATFORMS                                 


:  WINDOWS XP, LINUX, WINDOWS 7

       *PACKAGES & LANGUAGES                                
:  MS OFFICE, OFFICE SECRETARY, C,                                                                                   


PYTHON  

KEY SKILL

· Logical and analytical approach to solving problems.

· Ability to learn quickly and adapt easily to changing environments.

· Organizational and time management skills.

PERSONAL PROFILE:
        D.O.B                               

:  23-05-1993                                                                                                                                                                                                  
     SEX                                    

:  MALE

     MARITAL STATUS                   
:  SINGLE

     NATIONALITY                          
:  INDIAN

     LANGUAGES KNOWN           
:  ENGLISH, HINDI, MALAYALAM and TAMIL
     VISA STATUS


: VISIT VISA 
Reference on request.
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