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SUMMARY
A result oriented professional with Post Graduate Degree in Business Administration as well as Computer Application having two year UAE experience and more than four year Indian experience in HR & Administration 
· Positive attitude with ability to lead a team/to be a part of it.
· Spontaneous, analytical, and well organized.

CAREER OBJECTIVE 
To become a challenging professional and to work in a challenging atmosphere, where the scope for exposing my skills for the development of organization and to gain more valuable knowledge

PROFESSIONAL EXPERIENCE 

· AUKAR HUMAN RESOURCE Pvt. Ltd, Trivandrum (From March 2014 to August 2015)
Designation

:
Team Leader- HR

Reporting to 

: 
Branch Manager

About the company
:
Aukar Human Resources with over a decade of experience in Human Resource Management and Consulting help you find the right candidates for your company, partner with you in maximizing potential of your human capital and optimizing your HR processes. 
Responsibilities
· End to end recruitment process coordination.

· Client Generation, Client Handling and Client Relations.
· Interacting with the Departmental Heads and understand the Manpower requirements.
· Conduct initial round of interview and passing on the candidates to further interview rounds in coordination with the Departmental Heads.
· Finalizing offers, compensation negotiation.
· Responsible for the joining formalities of new candidate.
· Office Administration.

· Business Development. 
· Training & Development. 
· Manage the recruiting process to meet hiring goals through the use of effective resource management.

· Research and recommend new sources for active and passive candidate recruiting.
______________________________________________________________________________

______________________________________________________________________________

· ALLAMA IQBAL INSTITUTE OF MANAGEMENT, Trivandrum ( From October 2010 to February 2014)
Designation

:
IT Administrator 

Reporting to 

: 
Institute Director

About the company
:
Allama Iqbal Institute of Management is one among the top Business school in Kerala which provide full time MBA course affiliated to University of Kerala.

Responsibilities

· Managing all computers, electronic systems fixing hardware, software and network issues.

· In-charge of AICTE C-MAT Online examinations.

· IT Training to MBA aspirants, teaches them MS Office, IT Software Tools, Internet and new IT Trends.

· Member of Campus Placement Cell and guide students for getting good placements.
· Installing, Configuring and updates (windows Operating system)

· Software & Antivirus Installation and updating,
· Installing &Troubleshooting Printer and other electronic accessories. 
· EVER SUCCESS ELECTROMECHANICAL LLC, DUBAI , UAE ( From July 2008 to April 2010)
Designation

:
Administrative Officer  
Reporting to 

: 
Managing Director

About the company
:
Ever Success electromechanical LLC, ls an MEP subcontracting and Manpower supply company located in Dubai which took electromechanical subcontract of many UAE government Projects.
Responsibilities

· Overall Administration of Main office and site office. 

· Co-ordination of the work of office staffs & Site Forman.
· Assist the HR manager for recruiting and hiring both from India & from other Asian countries. 
· Managing all computers, electronic systems fixing hardware, software and network issues.
· Give induction training to the Indian, Pakistani, Bangladeshi and Nepali Candidates.

· Maintaining the financial files and report.

· Part of project planning team
· Helping the marketing team in settling their travel claim.
· Preparing Quotations and Proposals to various contracting work and manpower supply.
· Process creation of employee’s ID card, Bank Account, and Medical check-up as per UAE labor law.

· Verification of the monthly salary reports prepared on base of time sheet. 
· Coordination of employee welfare activities.

· Coordination with insurance agencies for company owned vehicle insurance and for employee vehicles.

ACADEMIC QUALIFICATIONS 
· Master of Business Administration (MBA) in Human Resource Management 

Bharathiyar  University, Coimbathoor.






2013

· Master of Computer Application  (MCA) 

Bharathiyar  University, Coimbathoor.






2008

· Bachelor of Science (B.Sc) in Mathematics

Kerala University, Trivandrum







2005

· Higher Secondary School  (H.S.C)

Board of Higher Secondary Examination, Kerala




2002

COMPUTER EXPERTISE 
Operating systems/Envt   : Windows  7/8/10, Ubuntu 
Application/Packages      : MS Office, Google Docs, Adobe tools

PERSONAL PROFILES 

Nationality 

: 
Indian

Age & D.O.B.     
:
30, 30th  May 1985

Gender                
:         
Male
Marital Status

:
Married 

Language known 
:
English, Hindi, Malayalam, Tamil

DECLARATION

I hereby, declare that the above statements are true to the best of my knowledge.
