	
	CURRICULUM VITAE
CAREER OBJECTIVE
I am having 5 year experience in Administration Skill. I am highly motivated and most of my experience has been developed through office environments. I have good communication, interpersonal skills and an excellent telephone manner. I have competent computer skills and enjoy working with people. The kind of job I am looking Administrator, with career progression.
Member of Management team executed 2 Major LNG Train Shutdown Project for ADGAS Das Island from 2015 to 2016

BASIC QUALIFICATIONS 
· Perusing B com 2015  IGNOU

· Completed Aircraft Maintenance Engineering( Avionics) from School of Aeronautics, New Delhi duly approved by DGCA, India          
( 2007-2010) 
· 10+2 Senior Secondary  Certificate (HSC Kerala 2007 )

· 10th Grade Secondary School Certificate (SSLC Kerala 2005)
WORK EXPERIENCE
            QATAR ENGINEERING CO COMPANY L.L.C.                                Leading EPC & Maintenance Contractor in Oil & Gas, Petrochemical, Fertilize and power industries
At present working as Admin Supervisor [ADMIN & HR]
OPTIMA CARD NO: 859267 with valid DAS Medical Jan-2015 to Present
CLIENTS

           ADGAS, DAS ISLAND
ADGAS-TA 2015-LNG SD TRAIN -1 BOILER 1 AND 2 MAJOR OVERHAUL
ADGAS-TA 2016-LNG - TRAIN 02 AND BOILERS 03 & 04 (ONGOING)
           TAKREER REFINERY RUWAIS
HYDROSKIMMER. GREEN DIESEL & HYDROCRACKER TURNAROUNDS 2016 (ONGOING)
PROFILE
· Mange to mobilize around 4000 personals to sites

· Process, verify, and maintain documentation relating to personnel activities such as staffing, recruitment, training, grievances, performance evaluations, and classifications.

· Public relations techniques and procedures

· Coordination of ministry of labour approval and rejection, visa approval and labour card submission and cancelation

· Coordination of Security passes, and Offshore & Refinery Passes to various sites, and perform other security-related duties.

· Coordination for training/induction.

· Coordination for HAAD medical process and site medical
.

	Personal Data

Nationality          : Indian

Gender                 : Male

Birthplace
  :  Calicut ,Kerala

	· Ensure all work is done in accordance with Client standards / procedures

· Handling employee’s Timesheet & Muster roll every day

· Managing and coordinating the day-to-day activities

· Maintaining and updating the database, and making the Reports

  SINDHOOR HOTELS AND RESTAURANT, KERALA


[General Administration]  Jan-11-Dec-12 (Sindhoor Hotels one of the finest destinations for food and stay in the heart of capital city (Trivandrum). Well known for its tradition and customer friendly approach).
   ALOSRA RESTAURANT CO.W.L.L QATAR       

   [General Administration] Dec-12-Feb-14
SINDHOOR HOTELS AND RESTAURANT, 
KERALA


[General Administration]  Jan-11-Dec-12 (Sindhoor Hotels one of the finest destinations for food and stay in the heart of capital city (Trivandrum). Well known for its tradition and customer friendly approach)           

CORE COMPETENCIES
· Proven ability to manage multiple projects and deadlines.

· Supported staff effectively in assigned project-based work.

· Professional Experience As An HR Assistant With Specific Expertise In Handling Large Scale Human Resource Projects

· Possess strong interpersonal and problem solving skills.

· Strong ability to work with a variety of people
INTERESTS
· Latest Electronic Gadgets

· In Cultural Activities
· In Article collection & Travelling

· In Sports Activities
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