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PERSONAL STRENGTHS: 

Hardworking, dedicated, systematic, organized, fast learner can do multi-tasking job with minimum supervision, punctual and willing to learn new skills.
	
	Objectives
To become an efficient employee of a dynamic and progressive organization where my knowledge and experience, qualifications, and enthusiasms can be implemented and utilized to contribute towards the growth of the company and achieve my desired goals.
Education
· Post Graduate Diploma in Computer Application (July 2008).

· Diploma in Computer Hardware (June 2008)
· Diploma in electronics Engineering (May 2012)
· Higher Secondary  in Commerce maths (March 2007)
· Secondary (March 2005)
experience
ADMINISTRATIVE/HR ASSISTANT

Company: MEGA CARPETS FZE

Jebel Ali Free zone, Dubai, U.A.E.

June. 01, 2013 To Present
Objective:

Assists with the administration of the day-to-day operations of the human resources functions and duties, maintain and organize employee records and might answer questions related to employees. 
DUTIES AND RESPONSIBILITIES:

· Have knowledge in JAFZA online visa processing and other related admin work.
· Have Knowledge in DUBAI Visa processing and other related admin work.
· Responsible in arranging transportation for company purpose.

· Responsible in making weakly Hr expenses and monthly submitting accounts department.
· Responsible in applying and cancellation of Bank cards (ATM cards).

· Responsible in making gate pass for non-free-zone employees

· Assist clientele as they enter office and via phone.
· Assist with all other office administrative duties.
· Making payroll works.
· Responsible in updating employee data base system.

· Monitoring the expiration of visa and Company Employment cards

· Making end of contract, offer letter end of service entitlement/settlements.

· Attendance record monitoring.

· Making memos/letters.
· Assisted staff with routine HR related questions, served as the first point of contact for employees – Assisted company staff in solving HR issues. 

·  Managed, organized and updated files, records, correspondence, charts and reports – Performed HR office services such as:  filing documents, printing reports and documents, stocking of equipment and supplies. 

· Ordered and managed supplies, handled phone calls and messages, incoming as well as outgoing. 

·  Handled discrete information related to employee relations, changes in the organization, performances, appraisals, confidential information issues, and other sensitive HR-related matters.
HR ASSISTANT
Company: Nest Group Company Pvt.Ltd.

India
Augest.12, 2012 To April.26, 2013
Objectives:
Assists with the administration of the day-to-day operations of the human resources functions and duties.
Duties and Responsibilities:

· Making payroll works.

· Responsible in updating employee data base system.

· Responsible in arranging transportation for company purpose.

· Responsible in making weakly Hr expenses and monthly submitting accounts department.
·  Assisted staff with routine HR related questions, served as the first point of contact for employees – Assisted company staff in solving HR issues. 

·  Managed, organized and updated files, records, correspondence, charts and reports – Performed HR office services such as:  filing documents, printing reports and documents, stocking of equipment and supplies.

PERSONAL DATA:

Age                                          :    25
Date of Birth                          :    November 23,1989
Place of birth                         :   Chalakudy, Kerala, India
Civil status                              :    Single

Nationality                              :    Indian
Other Skills                             :    ExcellentinWindows7/XP, MSOffice–Word, 
                                                                 Excel, PowerPoint, Ms Project and internet.                                    
Language Spoken                  :     Malayalam/English/Hindi
Religion                                   :     Hindu
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