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CAREER OBJECTIVE
To pursue a successful, challenging & exciting career that enables me to use my maximum potential to the benefit of the organization and, which will in return satisfy my personal goal of self enhancement, enrich my skills and compliment my passion for learning.
ACADEMIC QUALIFICATIONS
Diploma in Business Administration & Human Resource Management
American Institute of Business and Management
Certified Human Resource Management Professional
Approved by KHDA, UAE
Certified Business Administrator
Approved by KHDA, UAE
B-Tech in Computer Science and Engineering
Marian Engineering College (course completed), University of Kerala
2004-2008
Higher Secondary School.
Board of HSE, Trivandrum, Kerala
2002-2004
HR SKILLS AQUIRED WHILST STUDYING
· HR Policies and Procedures.
· Providing transactional HR support across all processes.
· Maintaining employee records.
· Setting up disciplinary and grievance meetings.
· Ensuring an applicant’s compliance and eligibility to work in the UAE.
· All employment documentation.
· Organizing and rolling out staff training initiatives.
· Destroying documents which are no longer needed.
· Processing payroll information.
· Updating HR Advisors with employee relation's issues.
· Probation and performance management.
PREVIOUS WORK EXPERIENCE

SOFT SERVICES SUPERVISOR cum ASSISTANT ADMIN, Sep 2013 – Sep 2015
Berkeley Services UAE LLC, Burj Khalifa Project.
· Assigns workers their duties and inspects work for conformance to prescribed standards of cleanliness.
· Investigates complaints regarding housekeeping service and equipment, and takes corrective action.
· Coordinates work activities among departments
· Inventories stock to ensure adequate supplies.
· Answering telephone queries from suppliers, sub contractors and management.
· Filing all papers and documents and keeping computer records up to date.
· Setting up meeting and taking the minutes.
· Respond to all management requests and any other duties assigned.
· Liaise with equipment and chemical suppliers as required.
· Update equipment repair and servicing records.
· Monitor, record and report staff sickness and Absents.
· Monitor  and record staff holiday schedule and leave applications
· Issues equipments and materials to workers.
· Monitoring, training and reviewing of all housekeeping staff.
· Records data regarding work assignments, personnel actions, and time cards, and prepares periodic reports.
· Record details and prepare material requisition for chemical, consumables and equipment requirements.
· Sorting and distribute incoming mails to area and staff within the organization and dispatch outgoing mails.
Network Activation Assistant, November 2012 to April 2013
Tata Teleservices Ltd – INDIA
· Verifying customer identification details and entering the details into database. 
· Processing and submitting the customer details through network software to database server. 
· Maintaining the daily MIS report
· Perform other duties assigned by Activation Officer.
Assistant Administrator, November 2010 to September 2012
Media and Entertainment – INDIA
· Meet and Greet Clients and Visitors
· Answer telephones and transfer to appropriate staff member
· Perform general clerical duties.
· Maintain hardcopy and Electronic filing system.
· Setup and coordinate meetings and conferences.
· Preparing business correspondence, typically using Microsoft office.
· Sending out and receiving mails and packages.
· Coordinate between departments and operating units in resolving day to day administrative and operational problems.
· Perform other duties as assigned.
Medical Insurance Compiler, August 2009 to September 2010
Revenue Med India Pvt Ltd – INDIA
· Entering customer data and processing the insurance details of the customers.
· Submitting the processed data to the client server.
KEY ATTRIBUTES
· Comfortable being the first point of contact for all HR related enquiries.
· Able to work in a busy and varied role that requires good attention to detail.
· Accurate, timely, confidential and efficient record-keeping.
· Keeping abreast of changes in HR policies and procedures.
· Skills in database management and records keeping.
· Able to exhibit a high level of confidentiality.
· Computer skills
· Experienced with Microsoft Excel, Word, Power Point, Outlook
· Supervisory and Training Skills
· Ability to convey technical concepts to non-technical audience.
· Skill in working closely with customers to identify and resolve problems
· Handling a team to achieve the goal
· Excellent interposal skills with strong problem solving ability
TECHNICAL KNOWLEDGE
Operating System
: Windows 10, 8, 7, XP, Vista, 2000, 98, Linux
Programming Language
: C++, VC++, VB, C#.Net
Hardware 

: Computer Assembling, O S Installation, Troubleshooting. 
Networking Knowledge
:CISCORouting and switching, CCNA
ADDITIONAL ACCOMPLISHMENTS

· Captain of college Cricket Team.
· Participant in Kerala University Cricket Tournament.
· Participant in Kerala South Zone Cricket league Tournament.
PERSONAL INFORMATION
Date of Birth

: 23rd November, 1986
Age


: 29
Gender


: Male 
Nationality

: Indian 
Marital Status

: Single 
Languages Known
: English, Hindi and Malayalam 
Father's Name

: G. Sathyaseelan
PASSPORT DETAILS
