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EMPLOYMENT :- 21 years experience in Admin & HR Department as an Executive Secretary,  Coordinator, Admin Officer,  Admin Manager , HR Executive and Academic Coordinator etc.
Presently working at Hill Blooms School (Affiliated with CBSE,   the best and result oriented  school in Kerala State) as an Academic Coordinator from June, 2012 onwards.  Total staff strengths are 90. 
Responsibilities :  Looking after the whole supervision of the school. Independently handling School HR and Admin related issues. Handling teachers attendance and their activities i.e. lesson plan, teaching note, comments on each students, class room activities etc., prepare substitutions for all those teachers who are absent etc.  Handling office correspondence  i.e  issue of  TC and Conduct Certificate etc.  Some times taking classes if teachers are not available in a particular class (3rd  to 7th standard only).  I was teaching computer science in 3rd standard  in 2012 (one year). 
Worked with M/s. Hindustan Construction Company Limited,(a Mumbai based large construction company) as an Officer HR & Admin since February,2003 to June 2009.
Projects: (1)  Tirupur Water Supply & Sewerage Project- EPC-1 Contract for 

                       Tamil Nadu Government., India 

 (2)   Devadula Project (Godavari Lift Irrigation Scheme,  EPC-1 for   

        Andhra Pradesh Government.), India.
Worked as an Executive to Vice President-International Operations, New Delhi, (business partners of Airborne Freight Corporation, Seattle, USA)  from January 2002 to January 2003. 

Worked as Admin Manager in Institute of Directors (ISO Certification company) February,2001 to December,2001.
Worked as Manager-Admin in Indocon Micro Engineering Ltd. From April ,1999 to December 2000.

Worked as a Coordinator-cum-Secretary from Dec.1995 to March 1999 in M/s.Faxtel Systems (India) Pvt. Ltd., New Delhi.  
Worked as Admin Officer from April 1994 to November 1995 in M/s. Malladi Drugs & Pharmaceuticals Ltd. , New Delhi branch office.
Worked as a Secretary  from April, 1991 to  March 1993 in M/s. Memory Repro Systems) Ltd.,  New Delhi. 
HR & Admin. Responsibilities:

HR & OD interventions i.e. recruitment & selection process, induction, design and implementation of Training Programmes, Performance Management, Employee grievances, Payroll, event management and maintains statutory compliances, Travel, accommodation and transportation  arrangements, Co-ordination with HO, vendors and suppliers for various purposes, monitoring employees Welfare Scheme, Grievances and other issues etc. 

Recruitment System: Handle the recruitment system through internal and external customers.

Performance Management:  Design and administered different systems for different levels of people. The PMS comprised of performance appraisal and counseling, training needs analysis, career planning and potential appraisal.

Training and Development: For all levels behavioural areas through the methodology of training identification, maintaining of training calendar, organizing programmes through in-house and external resources person and monitoring post training effectiveness.  Suggestion Schemes,  Small group activities etc.

Personnel Responsibilities:  Taking care of Admin. & Personnel, Wages & Salary, Time Management, Security & Travel arrangements, maintaining house keeping, organizing meetings and get together parties, liaison with government authorities, and maintenance of statutory regulations.

Exposure to Computers:  Well versed with MS-Office, E-mails etc.

Professional Qualification:
PGDBA from Symbiosis, Pune, specialization in HR completed in June, 2004 (Distance Learning).
Diploma in HRD from All India Institute of Management Studies, Chennai – 1998. (Distance Learning).
Diploma in Information & Management System from Access Computers, New Delhi.

Academic Qualification:  B.Com from Kerala University in 1986

Personal Profile:

Date of birth


:  01.04.1966

Languages


:  English, Hindi, Malayalam, Understand Tamil & Telugu.

Driving  Licence No.

:  (4 wheeler only).
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