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	Objective


To work with a reputed company, where there are opportunities to grow and the desire to learn is encouraged. Also, to be an integral part of a dedicated team of professionals who believes in achieving perfection and executing the tasks assigned to the best of their abilities at all time.
	Professional Skills


· Strong background in co-ordination and administration work.

· Ability to acquire and upgrade software skills to function in the progressive technological environment.
· Excellent interpersonal, organizational and administrative skills.

· Successfully able to lead a team to achieve targets and work efficiently & effectively.
· Strong work ethic through past employment success and efficiency.
· Ability to work under pressure.

	Employment History


December 2014 Till date
Kerala Diesel, Sharjah, UAE
Administration & Marketing Executive
· Responsible for the HR & Marketing functions of the office.

· Reports directly to the Administration Manager.

HR Functions

· Screening & Conducting Interviews for staff.
· Handling recruitment and organizing various staff induction for new recruits

· Supervising all employee matters from the time of interview, through joining and till the end of service.

· Payroll processing.
· Meeting the requirements of the employees with regard to banks and other documentations.
Marketing and Administrative Functions 

· Handling of petty cash during the absence of the Accountant.
· Analyzing and investigating price, demand and competition.

· Devising and Presenting ideas and strategies.

· Meeting prospective clients in person and creating business opportunities.

· Maintaining customer database and ensuring that we are in constant touch with all the clients.

· Expand and develop marketing platforms.

· Manage the productivity of the marketing plans and projects.
July 2011 Till August 2014
Blackmont Group, Dubai, UAE
Operations & HR Manager

· Responsible for the HR & Administration functions of the office.

· Reports directly to the CMD.

Administrative Functions 

· Handling Imports of Machineries and Food Items.

· Co-ordination with suppliers in terms of negotiations of prices, quality, quantity and ensuring the appropriate and standard products are made available according to the requirements.

· Handling all documents and reports relating to imports and exports that are to be filed and submitted with the municipality and the customs department.

· Ensuring the smooth running of the office.

· Supervising the Service team- Reception, Office Assistants, etc.

· Implementing administrative procedures to be followed by the companies.

· Responsible for monitoring the cost control of Telecommunication, company vehicles, Stationery, etc.

· Responsible for the general maintenance, security and smooth running of the office.
· Issues Memos, written and verbal communications on behalf of the Management.  

· Ensuring effective time management according to established priorities.
· Maintains effective liaison between Govt. Agencies, Local Suppliers and clients regarding matters that are sensitive and confidential.

· Preparing monthly and weekly reports, statistical analysis of the performance of the status of jobs done & pending and staff report, etc. 
· Handling of petty cash during the absence of the Accountant.

· Carrying out responsibilities entrusted by the Management.

HR Functions

· Handling recruitment and organizing various staff induction for new recruits

· Supervising all employee matters from the time of interview, through joining and till the end of service.

· Screening & Conducting Interviews for staff.

· Handling timely performance appraisal for employees & working on the Salary Increment proposals.

· Payroll processing 

· Meeting the requirements of the employees with regard to banks and other documentations.
· Maintains effective liaison between the offices of the Directors, the Management Team, employees, internal departments and external individuals and agencies.

April 2010 Till June 2011
Najmat Al-Jazeerah Automobile L.L.C, Dubai, UAE
Assistant Manager

· Responsible for the Administration functions of the office.

· Reports directly to the Managing Director.

Administrative Functions
· Overseeing the entire operations of the office.
· Managing the correspondence with different clients and delegates.

· Representing the company in office meetings and conferences. 

· Ensuring smooth flow of the work in the office. 

· Handling the petty cash of the office. 

· Keeping tracks of the accounts and cash dealings of the organization. 

· Managing the office property and preventing misuse and wastage. 

· Maintaining Employee’s Personal Files.
· Prepare and arrange advertisements for new recruitments.
· Receive applications, record in HR Database and send acknowledgement letters / call to candidates who have applied for positions.
· Conducting the Preliminary rounds of the Interviews and screening the suitable candidates.
· Issuing of the Employment Offer Letters.
· Organizing Employee Leave Schedule.

· Arranging Air Tickets for staffs. (Annual Leave/ Emergency Leave/ Termination).

· Maintaining a record of all the Staff Employment Visa/ Labour Card Renewals and informing PRO accordingly.
· Follow – up pending issues with PRO.
January 2009 to February 2010
Indian Aquatic Products Pvt. Ltd., Kollam, Kerala
HR & Administration Executive 
· Responsible for the HR & Administration functions of the office.

· Reporting to the Managing Director.

HR Functions

· Handling recruitment and organizing various staff induction for new recruits

· Supervising all employee matters from the time of interview, through joining and till the end of service.

· Screening & Conducting Interviews for staff.

· Handling timely performance appraisal for employees & working on the Salary Increment proposals.

· Payroll processing 

· Meeting the requirements of the employees with regard to banks and other documentations.
· Maintains effective liaison between the offices of the Directors, the Management Team, employees, internal departments and external individuals and agencies.

Administrative Functions 

· Ensuring the smooth running of the office.

· Supervising the Service team- Reception, Office Assistants, etc.

· Implementing administrative procedures to be followed by the companies.

· Responsible for monitoring the cost control of Telecommunication, company vehicles, Stationery, etc.

· Responsible for the general maintenance, security and smooth running of the office.
· Issues Memos, written and verbal communications on behalf of the Management.  

· Ensuring effective time management according to established priorities.
· Maintains effective liaison between Govt. Agencies, Local Suppliers and clients regarding matters that are sensitive and confidential.

· Preparing monthly and weekly reports, statistical analysis of the performance of the status of jobs done & pending and staff report, etc. 
· Handling of petty cash during the absence of the Accountant.
· Carrying out responsibilities entrusted by the Management.
January 2007 to March 2007
Dominos Pizza India Ltd., Bangalore
Associate Manager
· Preparing daily, weekly and monthly reports, statistical analysis of the performance of the status of sales achieved, staff report, etc. 
· Handling timely performance appraisal for employees & working on the Salary Increment proposals.
· Supervising the entire service team.
· Maintaining inventory of raw materials and placing orders when required.
	Industrial Training


· June 2006 – July 2006   :  Le Meridien, Bangalore, Karnataka
· June 2005 – July 2005   :  Casino Hotel, Cochin, Kerala
· April 2004 – July 2004  :  Best Western Avenue Regent, Cochin, Kerala
	Internship Training


1. Fullerton India Credit Company Ltd., Bangalore.

· Project Title :  Performance Appraisal System of Employees 
2. Indian Rare Earths Ltd., Chavara, Kollam, Kerala.                                                                                     

· Project Title  : An Organizational Study
3. Casino Hotels, Cochin, Kerala         
· Operational Aspects of a Star Hotel
4. Market Feasibility and Financial Viability of setting up a Star Hotel
	Conference/Workshops 


· Emerging Trends in the Indian Automobile Sector
· Personality Development & Career Growth
· Uses and Function in MS Excel in comparison to other software’s
	Academic Qualifications


Post Graduation
:  Master of Business Administration (MBA)




   Specialized in Human Resource and Marketing Management




   2007 – 2009, T. John Institute of Management and Science, Bangalore.

  

Graduation
:  Bachelor of Hotel Management (BHM) 

 


  
  2003 – 2007, T. John College, Bangalore.
Plus II



:  ISC - Commerce Stream (Commerce, Accountancy, Business Studies
  and Business Communication)

   2001 – 2003, Infant Jesus Anglo Indian Higher Secondary School, Kollam. 


  
  

High School


:  ICSE
   2001, Infant Jesus Anglo Indian Higher Secondary School, Kollam.
	Technical Expertise


Application Tools
:   Microsoft Office (Word, Excel, PowerPoint, Access) 

Operating System
:   WINDOWS 9X/NT/2000/XP/Vista, MS DOS 

Software

:   Tally and IDS (Hotel Software) 
Graphic Packages
:   CorelDraw, Photoshop 

	Personal Achievements


Captained the School/College Teams at District and State Level for Sports and Games and won medals in events like athletics, Cricket and Football.
	Personal Details


Date of Birth


:  21st July, 1985
Nationality


:  Indian
Driving License

:  Valid UAE Driving Licence
Marital Status


:  Married
Languages Known

:  English, Hindi, Malayalam, Tamil and Kannada
Interests

: Travelling, Music, Cooking and Outdoor Games
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