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Job Objective

Seeking senior level assignments in HRM/Administration with a reputed organization 
Profile Summary
· A dynamic human resource professional with over 6  years of experience in:

~ Recruitment & Selection

~ Induction 


~ Training & Development 


~ Medical Claims 


~ Billing 


~ Liaison Work
~ Employee Welfare


~ MIS Operations 

~ General Administration 
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· Proven skills in handling the complete recruitment life-cycle and sourcing the best talent from diverse sources after identification of manpower requirements.
· Hands-on experience in administering the entire operations of the office, maintaining documents, liaising with other departments and keeping track of office supplies
· Exposure in preparing IDs and coordinating office communications, including web, phones, fax, mail and internal and external correspondence
· Proficient in handling day-to-day activities in co-ordination with internal/external departments, clients, suppliers, hotels and travel agents for smooth business operations
· Deft in maintaining harmonious employee relations by building strong culture & imbibing values of the organisation

· An effective communicator with excellent interpersonal, team building and presentation skills

Work Experience

· Dec’13 – Nov’14 with CONSPEL QATAR.W.L.L., Doha, Qatar as Administrator.
Role: 
· Maintains personnel files in compliance with applicable legal requirements.

· Keeps employee records up-to-date by processing employee status changes in timely fashion.

· Leads, Manages and develops the staff and the organization.
· Ensuring Office Procedures and Systems operate efficiently.

· Arranged transportation for all employees (Including medical, mobilization and demobilization)
· Managed correspondences related to suppliers/clients.
· Meeting and Greeting clients and visitors to the office.

· Supervising the work of admin staffs and assigning work for them.

· Organizing business travel, itineraries and accommodation for managers.

· Monitoring office stock and ordering supplies as necessary.

· Updating & Maintain the holiday, absence and training records of staff.

· Responsible for purchase orders.

· Raising of Purchase orders and invoice tracking.

· Handling incoming / outgoing calls, correspondence and filing.

· Faxing, Printing, Photocopying filing and scanning.

· Handled the stocks and other data storage (manage office stationeries).

· Jan’12 – Aug’13 with Technical Sources Trading & Contracting Co. W.L.L., Al-Jubail, Saudi Arabia as HR-Administrator.
Role: 
· Managed HR functions and verified Time Sheets & Pay Slips of all employees (Both own and Supply).
· To recruit the employees for the suitable position and Prepare interview packs.

· Updated the appropriate form when an employee receives a promotion or switches health insurance plans
· Coordinated formalities on processing (medical, employee data, payroll info, etc.)

· Handled the stocks and other data storage (manage office stationeries)
· Arranged transportation for all employees (Including mobilization and demobilization)
· Managed correspondences related to suppliers/clients
· Maintained the document control system for the project and ensured all document control procedures were adhered by project participants
· Processed all incoming and outgoing project documentation through the document control system
· Archived all project documentation including hard and electronic copies as required by the project
· Provided monthly update project management on document control status.

· May’08 – Jan’12 with HBL Power Systems Ltd., Cochin, Kerala, India as HR-Administrative Executive 
Role: 
· Recruited employees for the suitable position and prepared interview packs
· Maintained employee personal files and HR filing system.
· Arrange to provide the induction/ training to new comers. 

· Handled logistics for retreats and conference planning for program participants including air and ground transportation, hotel arrangements, meeting room and AV equipment booking, coordinating refreshments and preparing materials.
· Answer and route calls from the office general line as necessary.

· Coordinated with outsourced vendors & services for basic consumables & office supplies delivery

· Prepared initial drafts of correspondence and maintained the database (this includes data entry)
· Managed video conferences and conference calls for staff and maintained office/program calendar
· Organized occasional travel to retreats and conferences to assist with logistics and on-site management of events

· Established relationship with clients for critical updates and escalation issues
· Maintained login time & attendance of the Regional Office Staff
IT Skills
Operating System:  

Windows XP, Windows Vista & Windows 7   
Programming Language:     
C, C++, Java, COBOL, FORTRAN
Office Tool:  


MS Office 2003, 2007 & 2010
Education 
· Pursuing MBA (Human Resource Management) from Pondicherry University.
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B.Sc. (Computer Science) from Kannur University, Kerala, India in 2008.
Personal Details

Date of Birth:


27th May’ 1988

Languages Known: 

English, Hindi, Malayalam & Tamil
Marital Status:


Single
Religion:


Hindu
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