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OBJECTIVE
“Seeking a challenging position, which will permit me to use and enhance my skills, in a progressive and dynamic organization.”
ACADEMIC RECORD
· Bachelor’s Degree
Institution: Kerala University, Trivandrum.Dist., India.

      Year of Passed: 1993
      Percentage of Mark: 75%
· Post Graduate Diploma In Industrial Relation 
      Institution: Symbiosis Institute of Management, Pune, India.

      Year of Passed: 1995
      Percentage of Mark: 65%
WORK EXPERIENCE
· CONSTRUCTION LLC (Working)
Period  From May 2008  To 

Designation  : Sr. Administration Officer
· AL HASSAN ENGINEERING SAOG
Period  From Sept,2005  To Sep, 2007 

      HR. Executive
· ARTSON ENGINEERING LIMITED
Period From March,1996 To Aug,2005

Administration Officer
COMPUTER SKILLS:
Well Versed with MS Office, Windows and     Internet Applications

	Personal Profile
Date of Birth: 12-02-1972
Gender: Male
Marital Status: Married
Nationality: Indian
Religion: Hindu
Visa status: Employment
	WORK DESCRIPTION
· Coordinating with Site Management for mobilization and demobilization of Manpower.
· Handling attendance and payroll function both staff and Labors
· Provide administrative support to various departments, schedule and coordinate meetings, interviews, appointments, events and other similar functions.
· Coordinating with PRO for submission of work permit, visa, and Passport renewal, amendments of labor contract, long leave and absconders.
· Maintaining log sheets for vehicle and Equipments
· Dealing with statutory authorities for Permits and NOC’s
· Prepare Monthly, Weekly, Daily report to Client and consultant
· Handling general administration like Camps, Mess Facilities, Printing Stationaries, Hospitality, Transport, Vehicle Insurance, Telephone and Utility Payments.
· Handling performance appraisal, Recruitment & Selection Process, Coordinating with Manpower agencies from Local and international Market for specific requirements. 
· Handling Manpower Planning and estimating the manpower requirement as per the project schedule.
· Preparing of personal data sheet of the individual employees/ personal strength report, maintaining potential appraisal data of employees.
LINGUISTIC ABILITIES
Speak:  English, Tamil ,Malayalam, Hindi
Read:   English, Malayalam, Hindi
Write:    English, Malayalam, Hindi
STRENGTHS
· Able to grasp new concepts
· Dedicated employee with strong work ethic and noteworthy attendance record
· Sincere and responsible
· Excellent organizational skills                          
DECLARATION
I hereby declare that the information furnished above is true to the best of my knowledge and belief.
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