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Objective 

To build a challenging career with an organization that effectively uses my talents, creativity, and expertise in a professional way and provides an environment for learning and growth.
Career Summary

July 2012 – August 2015: Worked as HR & Admin at AFI Infotech, Cochin (www.afiinfotech.com)
Company Profile: AFI Infotech is a Muscat based leading Software Products and Services Company having clients across Middle East. Solver is the brand name of AFI which is developed in Microsoft platform and uses the powerful SQL Server for the data storage. AFI’s software products include ERP Solution, HMS, Clinic Mgt, Financial Accounting, HRMS, Inventory, POS etc.
· Sourcing profiles by visiting job portals, candidate referrals, job posting by company database & screening the CVs as well as conducting HR validations of Junior & Senior level of Software engineers for Cochin, Muscat and Saudi locations.
· Conducting preliminary interviews, negotiations with candidates, identifying candidates on the basis of technical requirements, scheduling interviews & verifying candidate’s credentials and expectations.

·  Handling the internal transfers, negotiating salaries, generating offer letters, Employment contract and handling documentation.

· Planning, Co-coordinating and executing head-hunting process and maintaining a comprehensive data bank of all employees with varied background.

· Handling of walk-ins, Job fairs, Campus drives etc.

· Preparing and updating excel sheets on the number of open & closed positions.

· Coordination with the bank for opening the salary accounts of the new hires.

· Monitor employee attendance, shift timings 
· Conducting yearly reviews & appraisals of employees

· Implementing HR Policies & Procedures in line with core organizational objectives.

· Payroll management
· Conducting exit interviews

· Manages and maintains the office, including monitoring and ordering of all resources such as laptops & accessories, stationeries etc.
· Manages general correspondence, postage, company documents, statements and reports.

· Accounting of monthly bills

May 2011 – June 2012: Deputy HR officer at K Mohan & Company (Exports) Pvt Ltd., Kakkanad, Cochin
· Coordinate joining formalities

· Monitor employee attendance, shift timings

· Manage ESI, PF and leave procedures

· Prepare full and final settlements, unpaid salary etc
· Release Offer letters, Experience letters, Resignation acceptance letters etc.

· Preparation of MIS 

Sep 2008 – Jan 2011: Help Desk Executive for Cognizant Technology Solutions (in ISS Integrated Facility Services Pvt Ltd.), Cochin
· Coordinate Walk in interviews

· Coordinate joining formalities
· Handle employee related grievances
· Maintain database of bills and enter into vault
· Prepare ID cards and Access cards

· Coordinate ticket booking

· Coordinate cabs for associates after office hours
Nov 2006 - June 2008: HR Executive, Sutherland Global Services Pvt Ltd., Cochin

· Coordinate initial round / Panel interview/On line test

· Sourcing

· Joining formalities of new hires 

· Release Offer letters for new hires
· Employee ID Creation

· Update Bank accounts, Personal Information of New Hires
· Manage employee attendance and shift schedule
· Maintain Employee database using excel and MS word

· Send reports to corporate HR
Jan 2006 - Oct 2006: Junior Accounts Officer, MGF Motors, Cochin

· Prepare monthly stock reports 

· Update general ledgers and journals

· Maintain database of bills paid/received
· Record cash payments into accounting software
Nov 2004 - Dec 2005: Accounts Assistant in Reliance Pump, Perumbavoor, Cochin
  Academic Qualifications

· B Com from Mahatma Gandhi University, Kottayam, 2003
· Completed the course of Lectures on Practical Accounting and Taxes conducted by the Board of Studies, Tax Study Centre, Kottarakkara
· Pursuing MHRM from ICFAI University
Computer Skills



· Diploma in Computer Application

· MS Office 
· Tally
· Familiar with People Soft Software and IRoz
· Familiar with Vault
· Familiar with Solver Payroll & Solver Accounting Software 


Personal Strengths



· Strong interpersonal and communication skill
· Ability to take quick decision
· Creativity and positive attitude
· Commitment and Sincerity 
Personal Information
Age& Date of Birth

:    33 years, 10/09/1982
Sex    



:    Male
Marital Status

:    Married
Nationality


:    Indian

Languages Known

:    English, Malayalam and Hindi
Place of Issue


:     Cochin

    Visa status
On Visit Visa

Can join immediately


Location: Dubai
   
Date       : 

 
