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Post Applied:
Office Manager / Administrator / Clerk / HR Executive
Career Objective:

I would like to work in an organization with a co-operative environment; to strive, to develop and harness my intellectual capability to the maximum extent for the progress of the organization and myself.
 Educational Qualifications:
	Degree

	Discipline/

Specialization
	Board/

University
	Year of Study

	B.A.
	History
	M.G University,
Kerala, INDIA
	1993-1996

	DCA
	Computer Applications & Basic Programming
	IIIT
	1995-1996


Professional Summary: from recent to past
Organization
: Inter Optics, Kottayam, Kerala
Designation   
:  Branch Manager
Duration        
: From 1st September, 2011 – 31st March, 2015.
Inter Optics is a reputed Eye clinic & Optician Company, which has retail outlets in India and Kuwait.  It is a well known optician dealing with almost international brands of lenses, frames and sunglasses.
Responsibilities

· Public Relations

· Team Management

· Marketing Products

· Managing Seminars

· Managing Day to Day Operations

Organization
: Birla Sunlife Insurance, Kottayam, Kerala
Designation   
:  Recruitment & Training Coordinator
Duration        
: From 7th January, 2008 – 10th August, 2011.

Birla Sun Life Insurance Company Limited (BSLI) is a joint venture between the Aditya Birla Group, a well known Indian conglomerate and Sun Life Financial Inc, one of the leading international financial services organizations from Canada.
Responsibilities

Attract, screen, and assist in the selection process of candidates as Advisors (Insurance Agents) for Birla Sunlife Co.  Responsible for the implementation and continued development of Birla’s training framework, which fosters its participants’ personal and academic growth.
Responsibilities

· Participates in the design, testing and documentation phases of programs of moderate complexity and / or independently performs the design, testing and documentation phases of the more standard or routine programs assigned.
 
· Translate predetermined logic into appropriate programming language.

Organization
: Metro Hospitals Ltd., NOIDA, U.P., INDIA
Designation   
:  HR Executive
Duration        
: From 12th June, 2005 – 18th May, 2007.

Metro hospital and heart institute is a pioneer in the technological revolution in health care, rendering services to thousands of patients from across the globe to get them cured, in the presence of world class facilities.

Responsibilities

· Reviewing resumes and applications
· Conducting recruitment interviews and providing the necessary inputs during the hiring process
· Working with recruitment agencies to source for candidates for specific job positions.

· Maintaining HR records, such as those related to compensation, health and medical insurance
handling insurance-related issues.

· Communicating and explaining the organization's HR policies to the employees.

· Follow up of confirmation records statutory obligations - PF, ESIC, taxes, gratuity, LTA, bonus etc
· Preparation of salary statement.

· Handling the full and final settlement of the employees.

· Preparing and submitting all relevant HR letters/documents/certificates as per the requirement of employees in consultation with the management.

· Ensuring statutory compliances for PF withdrawal, annual returns, factory license, shop and establishment license, labour law and record information on a timely basis.

· Preparing and processing timely distribution of salary, bonus, increment salary slip, leave encashment and full and final settlements.

· Recording, maintaining and monitoring attendance to ensure employee punctuality. 
· Maintaining and regularly updating master database (personal file, personal database, etc.) of each employee.
· Preparing letters such as offer and confirmation
· Reviewing job descriptions for all positions at regular intervals and updating them in consultation with the respective managers.

· Engaging with employees on a regular basis to understand the motivation levels of people in the organization.

· Keeping records of staff insurance and ensuring timely renewal.

· Coordinating with consultants and candidates for scheduling appointments with the management team for sourcing.
· Conducting first round of telephonic interview for the candidates to schedule interviews.
Organization
: Bavens Studio & Color Lab, Kottayam, Kerala
Designation   
:  Graphic Designer
Duration        
: From 5th January, 2003 – 20th April, 2005.

BAVENS STUDIO AND COLOUR LAB is the topmost organization in Kerala which provides quality photographic services to the public. .

Responsibilities
Prepare visual presentations by designing art and copy layouts.
· Prepares work to be accomplished by gathering information and materials.

· Plans concept by studying information and materials.

· Obtains approval of concept by submitting rough layout for approval.

· Prepares final layout by marking and pasting up finished copy and art.

· Completes projects by coordinating with outside agencies, art services, printers, etc.

· Maintains technical knowledge by attending design workshops; reviewing professional   

publications; participating in professional societies.

· Contributes to team effort by accomplishing related results as needed.
Organization
: Malankara Plantation Ltd., Kerala
Designation   
:  Office Assistant cum Computer Operator
Duration        
: From 14th August 1998 – 31st August 2002 
It is the first Indian owned Public Limited Rubber Plantation Company; it has a track record of efficient, progressive and profitable management and has received awards for excellence in Product Quality, Factory Safety and Effluent Treatment, from the Tea Board of India.
Responsibilities

· Maintain office operations by receiving and distributing communications; maintaining supplies and equipment; picking-up and delivering items; serving customers.
· Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.

Technical Skills:

· Well-versed in computer applications such as MS Office, Photoshop and internet.
Personal Profile:
Date of Birth

:
28/May/1976
Gender

:
Male
Marital Status
:
Married
Nationality

:
Indian
Visa type

:
Visit 
Current Location
:
Abu Dhabi
Languages Known

Good oral & written communication skill in English, Hindi and Malayalam. 
Declaration:
I declare that the above information is true to the best of my knowledge and belief.
