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Career Objective

Looking for a challenging & rewarding role in the areas of  Human Resource and General Administration, where all my skills can be utilized to the best of my potential.

Educational Qualification
           

· B Com, University of Calicut.

· MBA in Marketing & Human Resources.
Other Qualifications

  
· TTC in Yoga.
· Diploma in Fine Arts.

· Trained in 2D animation from Toonz Animation India, Techno Park, Kerala, India.

· Trained in Lay outing from Toonz Animation India, Techno Park,Kerala, India.

· Black Belt in Kickboxing.

Professional experience & achievements:   
I): Al Reyami Electromechanical (Power Division), Dubai (June2012 to Till Date)
As Acting HR officer.
Key Responsibilities:
· Recruitment – Collecting manpower requirements from Dept.Heads,Initial telephonic interview, short listing, scheduling, and follow up to finalization.

· All documentations and formalities to be completed related to joining of a new recruit from airport till the visa gets stamped.

· Induction & orientation to the newly joined staffs & workers.

· Preparation of Job Descriptions for all the newly joined staff.
· Preparing Memos (increment & non increment), Transfer orders etc.

· Maintenance of personal files.

· Employment Visa Renewal & medical procedures.

· Vacation-staff & workers

· Emergency & Medical leave, visa change

· Visa cancellation and updating the details.

· Coordinating with site, camp in charges for HR activities.

· Monitoring regular absenteeism, taking proper action verbally/issuing letters in writing.

· Understanding the problems of the employees by talking with them and taking appropriate decisions for solving their problems.

I) Al Reyami Technical Services, Dubai: (Jan 2010 to May 2012)
      As Media Assistant

Key Responsibilities:
· Designing Company Brochures.

· Designing Company news paper ads.

· Designed the Company website.

· Designing Companies Occasional greeting cards.

· Designed Company Profile.

· Designed company Pre-qualification documents.

II): Al Reyami Technical Services, Dubai:  (2006 to Dec 2009) 

As HR Assistant
Key Responsibilities:

· All documentations and formalities to be completed related to joining of a new recruit from airport till the visa gets stamped.

· Induction & orientation to the newly joined staffs & workers.

· Preparation of Job Descriptions for all the newly joined staff.
· Preparing Memos (increment & non increment), Transfer orders etc.

· Maintenance of personal files.

· Employment Visa Renewal & medical procedures.
· Updation of Employees details in HR related software.
· Filing of all staff memos and other correspondences in the concerned file.

· Passport renewal and documentation
· Arranging tickets for official purpose.
· Vacation-staff & workers

· Emergency & Medical leave, visa change

· Telegram sending & follow up

· Visa cancellation and updating the details.

· Documentation of amendment of contract.

· Taken care of Insurance section.

· Implemented the exit interview Systems in the Company.
III): Worked as Freelance Artist in Various Children’s Magazines at Kerala, India:  (2003 to 2006) 
Key Responsibilities:

· Making Illustrations for various Children’s Magazines.
· Making Comics for various Magazines.

IV): Indian Tobacco Company, Distribution Center, Kerala, India: (2000 to 2003) 

As Assistant Manager:-

Key Responsibilities:
· Collection & Storage of stocks from the head office.
· Daily distribution of stock to the hawkers.

· Collection of money from the hawkers of previous stock sales.

· Depositing of collected money in the Bank.

· Placement & maintenance of billboards in suitable areas.

· Placement of advertisement in the suitable areas.

Traits:

· Good Communication Skills.
· Pleasant personality.

· Very Positive attitude

· Good team player.

Personal details:

· Date of Birth & Age
02.05.1977; 37 years.

· Family status: Married
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