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To seek a challenging and rewarding position in a management where my experience and skills could be put to use to facilitate in the development of the organization and self.

Highlights
· Auto cadd in Civil And Electrical
· Revit MEP
· Ms Office (Excel, Word, Powerpoint)
Experiences



Worked as an HR/Administrative Assistant with GLG Technical service for last three years in Dubai, United Arab Emirates.
· Co-ordinate the monthly salary and wage distribution with WPS in co-ordination of the bank, direct from the company account.
· Preparing MIS Report every first week of the month which includes all the reports till the last week of the last month.
· Deal with staff visa processing from beginning to the end, Immigration, labor office and Tah'seel working handled in a high professional way.

· Monitor the expiration of employees' documents and renew in time.

· Handle the day to day work has to be completed in time and prepare the report and submit to the concerned person every first week of the each month.

· Handling all the documentation work within the office such as Prepare monthly time sheet, invoices, salary sheet, LPO, records of the staffs. 
· Schedule meetings and reserve rooms for meetings, Schedules appointments maintains calendar allocates supervisor’s time.

 Worked as a Shop Floor Assistant in Customer Care with ASDA, family of Wall-mart in United Kingdom for two years since 2009 to 2011 October.
· Assist customers with their needs in the shop floor.

· Take report on daily deliveries.

· Preparing stock availability in the store and report the manger accordingly.

Worked as an office assistant with Gulf way trading for one year in United Arab Emirates since 2007 to 2009.

· Experienced in preparation of Invoice, Quotation and Local purchase order (L.P.O) Efficiency in keeping staff records and handling correspondence.

· Aware of office procedures, routine and coordinated work between staff.

· Have a mature persona and get on well with people of varying ages and backgrounds.

Worked with a hotel reception and as an Office Staff in India, Trivandrum for five years as office staff since 2003 to 2007.
· All the reception works, such as welcoming guests, documents checking , inform guests about the offers and the specials in the hotels and outlet entertainments which comes with the hotels.
· Receive the calls, inform the concerned authority and guests and make necessary steps on the situations.
Education

Bachelor’s degree in sociology

From Kerala University, India.
Completed effectively to highlight successful implementation social work and management, Social service and the behavior of common people.
MBA In HR Management ( UK )
HR management Professional and personal skills (Incomplete).

Computer Skills

Computer (MS Office) from C-Dit a Kerala Government approved Computer coaching institute from Kerala University, Part course with six to eight months duration. 

​
Auto cadd in Civil and electrical, Revitt MEP. (From Auto Desk) 
​
Did Two Years of Philosophy from St: Joseph's Pontifical Seminary Alwaye, Kerala, India.
Personal Information

Date of Birth 



 30/04/1981

Sex 



 
 Male 

Nationality  



 Indian

Marital Status 



 Married

Visa Status 



 Visit Visa. 

Languages known

English (Fluent).    Malayalam (Fluent).
Tamil (Mid Level). 
Hindi (Mid Level).
Skills 

Administration, Interpersonal, Customer Care, documentation, 
MS Excel, MS Office, MS Power point, windows 7, MS Word, MIS, Presentation skills, Research.







