Summary


Motivated and reliable administration and office support professional with 7 years of experience providing outstanding staff service. High performing, able to work with minimal supervision creative and able to relate easily to clients, staff and colleagues, seeking role of increased responsibility and room for advancement.
Highlights
 Excellent communication and telephonic skills               Excellent in computer applications
 High Speed typing and encoding skills                            Document development

 Self -Motivated                                                                Organized and Systematic
 Scheduling                                                                       Office organization

 Meeting support                                                               Professional Attitude towards any team
Experience

                                                                                         Administration Manager        9/2010 to 8/2015 
                                                                                         Baird McNutt
                                                                                         Kerala
· Maintains administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.
· Accomplishes staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures.
· Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.
· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances
· Accomplishes staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures
· Manage inventory and order supplies for office, sales and repair staff.

· Maximizes office productivity through proficient use of appropriate software application. Establishes 

uniform correspondence procedures and style practices.

· Analyzes and organizes office operations and procedures and plans office layouts.

· Route purchase and invoice documents to appropriate recipients.

· Contributes to team effort by accomplishing related results as needed.
· Provides communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices
· Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.

· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.
Follow up with customer for payment realization in conjunction with finance team.

· Work and attend evening and weekend events and meetings as related to the duties of 

 the post as agreed with the Chief Executive.

                                                                                      Human Resource Assistant       6/2009 to 9/2010
                                                                          Arvind Brands
                                                                          -India
· Employee orientation, development and training logistics and recordkeeping
· Compensation and benefits administration and recordkeeping
· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Maintains technical knowledge by attending educational workshops; reviewing publications.

· Contributes to team effort by accomplishing related results as needed.
· Assisting with the day to day efficient operation of the H.R office
· Performance management and improvement tracking system
                                                                                      Administration Officer                5/2008 to 5/2009
                                                                                      Overseas Pvt LTD
                                                                                      Kerala,India
· Administer employment agreements.

· Prepare annual estimates of expenditure, maintain budgetary and inventory controls and make recommendations to management
· Administer and monitor the financial system in order to ensure that the municipal

finances are maintained in an accurate and timely manner.
· Supervise completion of the payroll.
· Assists, implements and offers recommendations to the administrator regarding new administrative or 

office procedures, including: information management, record keeping and retrieval systems, requisition of supplies and other clerical services.

· Supervise a large diversified administrative program, which may involve coordinating the work performed in several separate locations.

· Design and/or review systems and procedures to accommodate new or 

additional work or to provide improved efficiency.

· Administer employee files and records in order to ensure accurate payment of benefits

and allowances.

· Drafted correspondence, manage supply inventory and record messages.

· Administer salaries and work out leave entitlements
· Conducts special studies; presents reports or data and recommends new policies 

            or procedures as may be indicated.

Achievements

· Has won various prizes for Business plan and H.R games in various colleges and universities.

· Conducted a Case study on Management of Thrissur Pooram

· Associated with Le Meridien,Abudhabhi for internship training program.

· Associated with Cosmic Honda for doing a project on Brand Image of Honda CRV.

· Associated with Josco Jewellers,Kochi for doing a major project on Satisfaction of employees towards H.R practices.

Education


MASTER OF ARTS: RETAIL MANAGEMENT                                                                       2010
ICFAI, Cochin, Kerala
BACHELOR OF ARTS: BSC FASHION DESIGNING                                                              2008                                                        
Bharathiyar University-Tamil Nadu
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