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More than 10 years experience in Administration, Leasing & HR in Real Estate Company. Detail oriented, flexible and reliable multi-tasker dedicated to delivering exemplary services to the organizations.

Carrier Objective
Aspiring to work in a growth oriented organization that provides ample opportunities to grow and encourage professional growth through a constant endeavor towards acquiring knowledge and skills and utilizing towards achieving the organization’s growth.

Education

› MBA in HR from IGNOU 2013.

› M.Com from Kerala University in 2003.

› B.Com from Kerala University in 2001.

› Diploma in Computer Application.

Professional Synopsis

1 M.Com & MBA degree with 10 years of experience in Administration & Leasing

2 Experience and efficiency in Human resource department.

Areas of Expertise as Administrator

1 Manage Human Resource activities successfully

2 Maintain Employee Relations and keep healthy organisation culture.Handle all staff issues and ensure timely resolution

3 Handle staff attendance and company payroll and process any requirement related to employee compensation and reimbursements

4 Delivering exceptional customer service.

5 Correspondence with Internal and external clients.

6 Liaise with Government agencies in related to the business organization.

7 Attending meetings, accord the minutes and co-ordination for implementation.

8 Forward necessary documents to finance for final settlement 

9 Prepares termination letters, promotion letters, experience certificate etc.

Areas of Expertise in Lease Admin

1 Lease negotiation and introduction of new clients.

2 Preparation of legal documents including lease deed and addendum.

3 Arrangement of lease registration at the court.

4 Maintaining and liaising with clients, building relationships with clients to encourage business

5 Liaise with government official for lease registration.

6 Prepare weekly and monthly registration reports and presenting to the management. 

Career Contour

1.
DLF LIMITED
• February 2007 to October 2014 as Administration Officer in M/s. DLF Limited (Gurgaon & New Delhi).

2.
M/s India Fashion Pvt. Ltd.

• August 2004 to January 2007 -Office Admin with M/s India Fashion Pvt. Ltd, Faridabad, Haryana.

3.
M/s Savcon Thermal Engineers (I) Pvt. Ltd.

•  August 2003 to July 2004 Account Assistant in M/s Savcon Thermal Engineers (I) Pvt. Ltd.

Additional Skills

1 Well versed with M.S office & Internet.

2 Handling Imprest Account and day to day financial activities.

3 Good knowledge of office accounts.

4 Have ability to work in team oriented environment with little supervision. 

5 Verbal and written communication skill.

	Personal Details


Date of birth


:
25-05-1981

Marital Status


:
Married

Nationality


:
Indian

Languages known

:           English, Arabic, Hindi, Malayalam

Hobbies


:
Travelling & playing football

Driving License


:
KSA & Indian
