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Objective
:


To obtain a strategic position that allows me to utilize and contribute my skills to your esteemed organization and an opportunity to grow with the company.

Academic Qualification
:

B.sc Computer Science: 75% 1st class Distinction.
(Bharathidasan University, Trichy. Year of passing 2008.)

Work experience


· LARSEN & TOUBRO MANGALORE-INDIA.

As Admin Assistant 

     Period: (From 20.10.2013 to 10.11.2014)

Duties and responsibilities: 

· Maintaining personal files of all employees.
· Handle and screen telephone calls, routine mail and reallocate as required.
· Create and maintain database records.
· Plan meetings and conference calls and arrange and manage meetings.
· Monitoring stationary levels and ordering office supplies.
· General clerical duties including photocopying, fax and mailing.

· Prepare and modify documents including correspondence, reports, drafts, memos and emails.

· Greeting and assisting visitors to the office.

· BLUE SALON  / DOHA – QATAR

As HR – Coordinator.

Period (From 01.10.2012 to 15.08. 2013)

Duties and responsibilities: 

· Type correspondence, reports and other documents

· Maintain office files

· Open and distribute the mail

· Processing different types of leave application of all employees.

· Processing final settlement of all employees who will go by cancellation.

· Enroll the medical insurance of all employees.

· Ensuring all packages and benefits are legal

· Maintains employee benefits data in automated human resources information systems.

· Prepares and communicates information to employees and former employees about benefit programs, procedures, changes, and government-mandated disclosures.
· ST CARGO W.L.L / DOHA – QATAR

As Office in charge.


Period (From 01.03.2012 to 30.09.2012)

Duties & Responsibilities:


· Handling incoming / outgoing calls, correspondence and filing.

· Creating and modifying documents using Microsoft Office.

· Supervising the work of office juniors and assigning work for them.

· Typing documents and distributing memos.

· Keep records of all goods shipped, received, and stored.

· Preparing manifest and packing list.

· Resolving administrative problems.

· Providing training and orientation for new staffs.

· Effective organizational skills.

· Making invoice and preparing airway bill. 

· UNIVERSAL TECHNICAL Co. LTD. Stevedoring. Saudi Arabia 

As Admin Supervisor.

M/s. Globe Marine Co.

Period: From 15.03.2009 to 03.09. 2010

   Duties & Responsibilities:

· Distribute incoming mail and prepare outgoing mail including bulk mail.

· Answer telephones and transfer to appropriate staff member.

· Maintaining personnel files of all employees of the division.
· Keeping all the passports of foreign emigrant employees of the division under safe custody.
· To follow up personnel dept activities like processing of new work permits & Iqama, Medical Insurance, Gosi for new arrival employees.
· Arranging for renewal of work permit, Iqama, License, Medical Insurance and passport of the working employees.

· Processing employee’s vacation, exit formalities including air ticket bookings.
· Provide administrative support to management and other staffs.

· Assist staff with administrative duties as requested.

· Creating and administrating Microsoft Exchange email accounts.

· Document and maintain Help Desk policies and procedures.

Skills:
· Knowledge of office administration procedures. 

· Managing multiple and changing priorities at once. 

· Diary Management

· Good computer skills including Word, Excel, MS Outlook, PowerPoint. 

· Good typing and keyboard skills. 

· Managing administrative processes. 

· A good level of English spelling and grammar.

· Attention to detail and high level of accuracy.   


Personal Details:
Date of birth


:
 24.10.1987


Sex & Marital status

: 
Male & Single


Languages known

: 
English, Tamil, Hindi & Arabic 


Nationality


: 
Indian

