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Career Objective

I want to succeed in a stimulating and challenging environment that will provide me with advancement opportunities.

Work experience

2014- at present: HR Assistant and Administrator in Rukn Al Khashab Furniture Upholstery

Al Madam, SHARJA, UAE

Job Description:

· Undertaking all administration related activities 
· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.
· Monitored staff activity

· Monitored and supervised all functions relating to planning and budgeting

2012 – 2014: Sales and Operation co-ordinator in ABLA IMPEX Pvt Ltd, INDIA.

Job Description:
· coordinate all operation related activities tasks

· Monitored staff activity for performance efficiency and quality assurance

· Co-ordination of export import

· Responsible for electrical and mechanical maintenance

· Assessed existing policies and procedures and improve them where necessary

· Monitored and supervised all functions relating to planning and budgeting. 

Educational Background

· MBA (NBERF(Navabharath Educational Research Foundation)-INDIA), 2012

· BBA (NBERF(Navabharath Educational Research Foundation)-INDIA), 2009

· Plus two with science –Higher Secondary Board of Kerala, 2006

· SSLC -Kerala state Secondary Education Department, 2004

Technical Education (IT)

· MS Word, MS Excel, MS Outlook, MS Power point, Microsoft Office Picture  manager
· Diploma in Digital Imaging 

· I have studied IT throughout my Education .I am proficient in  most Commonly used software packages

Extracurricular achievement

· EDP Training HR division of KITCO LTD GOVT OF KERALA

· MDP on competency building for improved performance on food safety by MSME GOVT of INDIA

· MDP on Export procedures and documentation by MSME GOVT of INDIA

· Participant of  International student leadership seminar 2009 held in Malaysia

· Participant of  Nilai UC-MOHE Future leaders camp  held in Malaysia 


CORE COMPETENCY 

·  Business planning and budgeting

· Staff coordination
· Implementation of administrative systems and controls 

· Cost reduction

· Displays creativity and able to visualize a concept/idea 

· Adept at project planning and execution 


Personal details 

Sex: 

 
Male

Date of Birth: 

31 MAY 1987

Religion:

Muslim

Language known:
English, Hindi, Urdu, Malayalam & Tamil

Nationality:

Indian

Marital status: 

Married
Visa status                     UAE Transferable visa

Declaration
         I consider myself familiar with managerial aspects. I am also confident of my ability to work in a team 
         I hereby declare that the information cited above is true to the best of my knowledge and belief.

