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OBJECTIVES

 To be a part of the challenging team which strives for the better growth of the organization and which explores my potential and provides me with the opportunity to enhance my talent with an intention to be an asset to the company.
EDUCATIONAL QUALIFICATION
· MBA - HRM (Dr. C.V. Raman University)

· B.com  (Calicut University, Kerala )
· +2 (Higher secondary Board - Kerala)

· SSLC (Kerala Board)

PROFESSIONAL QUALIFICATIONS 
· CCNA (JETKING BANGALORE)
· MCSA (JETKING BANGALORE)
· MCP Certified (ID : 6344136)

· MCITP (ZOOM TECHNOLOGIES - HYDERABAD)

· Exchange Server (ZOOM TECHNOLOGIES - HYDERABAD).
COMPUTER SKILLS
· Operating Systems: DOS, Windows 9X, Windows NT/2000 & 2003 
· Software: Adobe Photoshop 7.0, MS Office, Open Office
· Hardware :Troubleshooting, Maintaining & Repairing PCs   
· Networking: Administrate the Systems and Networks (Servers and clients) 
With Windows 2000 & 2003 Operating Systems. LAN &   WAN Technologies    

And Internet.
CAREER ACHIEVEMENTS
1. Administrative Executive/HR Executive - Madhyamam Daily (August 2010 to 15th April 2015)
       Responsibilities & Achievements:
· Organize recruitment and selection including advertising, short listing applicants and correspondence
· Conducting employee orientation and facilitating newcomers joining formalities 

· Recording, maintaining and monitoring attendance to ensure employee punctuality 
· Preparation of various payroll related reports for managers
· Co-ordination and management of workers compensation
· Preparation of employee contracts and letters of offer/rejection
· Conducting performance appraisal of the employees
· Coordinates and liaises with external consultants on employees’ training needs and arranges training schedules for employees
· Evaluates the effectiveness of the respective training programs by obtaining feedback from employees
· Keeping records of staff insurance and ensuring timely renewal 

· Follow up of confirmation records statutory obligations - PF, ESIC, taxes, gratuity, bonus etc
· Maintaining and regularly updating master database (personal file, personal database, etc.) of each employee
· Coordinating the activities of organization mess.
2. Sales Coordinator - PP Distributers (January 2010 – July 2010)
Responsibilities & Achievements:
· Maintain continuous communication with the members of the sales team for achieving monthly product sale targets

· Being in touch with the company's clients and understand their needs clearly
· Preparing monthly sales reports and submitting the same to the senior level management is also a task performed by the sales coordinators
· Educate the public about the new and existing products of the company

· Analyzing the market trends and developing new marketing strategies based on that.
3. System Administrator - Axon Info Way Cybercafé , Bangalore ( January 2008 – December 2009) 
Responsibilities & Achievements:
· Develop and maintain installation and configuration procedures
· Network support

· Maintain system efficiency

· Verify that peripherals are working properly
· Ensure design of system allows all components to work properly together
· Administer servers, desktop computers, printers, routers, switches, firewalls, phones, personal digital assistants, smart phones, software deployment, security updates and patches. 
PERSONAL SUMMARY
Gender 


:
Male.

Marital Status


:
Married.

Nationality & Religion

:
Indian, Muslim.
Age and Date of Birth
:
30 Years, 28-01-1985.
Languages Known

:
English, Hindi, Malayalam & Tamil. 
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