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Objectives

A motivated, results-focused Human Resources professional, seeking an opportunity to utilize career, experience, skills, and education to contribute to employer objectives, profitability, and success with a company offering potential for challenge and growth.

Education
Master of Business Administration in Finance & Marketing (2008-2010)

Institute: IIKM B-School – India, Calicut

Bachelor of Commerce -2004 

University of Calicut- India

Post Graduate Diploma in Computer Applications (2007)
Institute: Modal Poly Technic Vatakara (IHRD- India) 



SUMMARY

Have 7 + years of experience in Human Resources Co-ordination, Office Administration, Accounts, Internal Auditing and customer Relationship Management.

Area of Expertise include Human Resource Management, Customer Relationship Management, Accounts, Finance and Internal Auditing.


CAREER PROFILE

	Organization


	Designation


	Duration



	Jazal engineering 

And Contracting LLC
(Jazal Group)
	Human Resource and Administration Coordinator

	April 2013 To Present


	Time House Trading LLC (Jazal Group)
	Human Resource and Accounts Coordinator

	Jun 2011 to April 2013

	Sundaram Asset Management Company
	Customer Relationship Manager
	April 2010 to Jun 2011

	Bajaj Allianz Insurance
	Financial Advisor
	March 2005 To April 2007


Achievements

· Participate Vista -09 For Best Management Team.

· Participate Battle of Royale 09 for Brand War

Experience

Human Resources and Administration coordinator
Jazal Engineering and Contracting LLC- Jazal Group
Abu Dhabi –April 2013 to Present

Responsibilities

· On-boarding and Induction - All the formalities relating to a new employee joining the firm, assigning the employee to the concerned team and updating their record in various application.

· Payroll – To provide payroll input to finance team.

· Manpower Planning, Recruitment and Mobilization
· Planning and revising recruitment calendar time to time based on upcoming projects & Formulating new recruitment techniques for cost reduction and quality hiring. 

· Employees Relationship Management- Solve employees related issues
· Leave Management- 
· File Management- Employees records
· Guests Air ticket and Hotel Arrangements

· Camp Management and Administration
· Insurance renewal and Claim settlement
· Employees final settlement 

Human Resources and Accounts Coordinator
Time House Trading LLC 

Dubai - Jun 2011 to April 2013
Responsibilities
· On-boarding and Induction - All the formalities relating to a new employee joining the firm, assigning the employee to the concerned team and updating their record in various application.

· Maintains human resources records by recording new hires,   

Transfers, terminations

· New Visa ,Insurance ,License Renewal, Promotion Counter License  Procedures 

· Employees Leave Management
· Payroll Management

· Managed Accounts Payable, Accounts Receivable. 

· Managed Bank Reconciliation and Online Banking Functions.
· Prepare LC and Import Documents Clearance 
· Purchase Co-ordination and follow up. 
Customer Relationship Manager

Sundaram Asset Management Company Ltd.

Calicut-Kerala Region April -2010- to Jun 2011
Responsibilities

· Handling sales operation for North Kerala banking channel and National Distributors .

· Co-ordinating the corporate agents and distributors of the company in the respective region to devise strategies and operational issues for 
augmenting sales and increasing AUM

· Ensuring growth of business and surpassing periodical sales targets in terms of funds mobilized.

· Devising strategy for future based on the location.

· Time Stamping and Office Administration

Finance Consultant

Bajaj Allianz  Life Insurance

Kerala Region – March 2005- April 2007

· Selling insurance products 

· Tele marketing

· Recruitment 

· Marketing

· Reporting to sales manager


Personal Details

Date of Birth

: 20-05-1984

Gender

: Male

Marital Status
: Single

Language Known
: Malayalam, English 

Driving License
: Four Wheeler & Two Wheeler (Indian)
Declaration


I here declare that the above said information are true and correct

in my knowledge and belief.


