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Brincy
Brincy.278398@2freemail.com 
Seeking assignments in HR / Administration Officer / Storekeeper /sales/with a reputed organization.
Professional Synopsis

· Over 11 years of experience in HR & Administration, front office work, Stores in-charge & document control in India & Middle East.
· Was last associated with Danem Engineering Limited Doha Qatar as a Administrative Officer.
· Has been associated with Amrita Ayurveda Medical College Kollam, India, as Cashier Cum Clerk.

· Was also associated with Save Electronics Kollam as a Store In charge
· Extensive experience in handling administrative operations entailing planning, event co-ordination & resource deployment. 

· Good working knowledge in Document Control System (DCS).
· Having thorough knowledge in dealing with electronics file management, which includes documents/drawings
· Well versed with MS Office and M.S. Project.
· Working knowledge in ERP(Orion )
· An effective communicator with strong leadership and interpersonal skills. Possess a flexible & detail oriented attitude.
Scholastic Credentials

 B. Com - (Correspondence course) 

Pre- Degree from University of Kerala
Professional qualification

Diploma in Computerized Financial Accounting (Tally & Peachtree)

M.S. Office. M.S. Project 

ITC [Electronics & Telecommunications – June 2002]. 

Valid Indian Union Driving License [Two Wheeler & LMV].
Career Highlights
June’08- April 15: Danem Engineering Works WLL as Administrative Officer. 
The company’s profile: The Company has diverse portfolio encompassing Oil & Gas, Power, Fertilizers, Chemicals, Steel and Aluminium. It is currently engaged in projects ranging from Refineries to Fertilizers, from Aluminium Smelter and Steel to Power Generation and Desalination, and from Petrochemicals to Oil & Gas Production. Danem has a proven track record of executing projects of massive proportion and challenging nature. 
Chief tasks handled
· Handled HR & Admin activities in the company with 1600+ manpower strength.
· Identifying the manpower recruitment and facilitate recruitment process including inserting advertisements in newspapers, websites; short listing of candidates; preparing interview letters; issuing of appointment letters.

· Doing the All type visa & Resident permit renewal, Resident permit cancellation, single & Multiple exit processing through the e-government portal with 0% defects.   

· Coordinates with Public Relation Officer in applying for Work Permits, Medical checkup, Finger printing, New Residence Permits, Residence Permits renewal & Residence cancellation to Immigration.
· verifying visa ,Resident Permit & labour documents
· Develop and maintain personnel database (individual staff profiles), ensure proper maintenance of personal files, service registers, etc., of all the staff. Updating the Manpower database, Employee’s contract renewal Documents in ERP.
· Preparing yearly Appraisal and Contract Amendment.  

· Provides backup support for staff development and contract process.

· Maintaining employee’s data bank (Soft and hard copies). 
· Induction training and orientation of new recruits. Identify staff development needs and ensure appropriate staff development programs are implemented. Facilitate the periodic performance appraisal process and competency assessment of all staff. Ensure good human relations and handle staff grievances promptly. 

· Initiate appropriate disciplinary action against the staff, if required. 

· Keep the Administration or Senior Management updated with local issues concerning staff matters, Labour Welfare Rules and Regulations. To attend to all matters relating to Human Resource Development (HRD). 
· Provide information regarding vacation and sick leave according to collective agreements terms and conditions.

· Preparing Settlements for employees going vacation/final exits. 

· Air ticket booking through travel agent / online.

· Provided support in handling payroll and attendance information for the HR department.

· Preparation of new Recruitments.

· Process claims as required.

· Ensured safety and security of Office records and properties etc.
· Arraigning transportation & accommodation for new arrival. 

· Following up for completing immigration formalities, medical, HSE training, etc of new arrival personnel and ensure that they join duty at site as soon as possible after their arrival.

· Arrange for insurance for all properties, vehicles, furniture, cash against fire, burglary and for finally renewal.

· Perform other tasks assigned by the HR & the Deputy General Manager/Chief Executive from time to time.

· Preparing Admin Purchase Order/Good receipt note.

· Handling Admin Petty cash. 
· Administrative Document controlling, record keeping, File number system and prompt retrieving as and when required.
· Ensuring the timely dispatch of the documents and getting the acknowledgements for confidential and high important documents.
· Maintain an accurate system for tracking documentation.
· Receiving the incoming documents and drawings, registering and distributing the same to the concerned people in various departments.

· Preparation of internal Memo and distribution to the concerned department.

Additional Job Responsibilities 

· To ensure that vehicles are properly maintained and serviced.
· To keep update records of, Insurance and Maintenance Log of all Vehicles (Light & Heavy).

· To keep update records of License & Health History of all Drivers and Operators.
· To organize the daily work for vehicles and drivers, keeping regular contact with the drivers.

· To Keep record of fuel consumption.
· To ensure all vehicles (Light & Heavy), weekly maintains and checking procedure are implemented and recorded.
· Checking & processing transport accounts for payment

· Monitor expenditure on transport services against budget estimates.

· To deal with emergency situations and respond to telephone calls out of normal office working hours.

· Assist the Accounts Department 
May’05- June’08: Amrita Ayurveda Medical College as Cashier cum Clerk.
The company’s profile: Amrita Ayurveda Medical College, an important part of Mata Amrutanandamayi's noble aspiration, is located at Vallikavu in Kollam District, Kerala. It is a 250 bedded ayurvedic hospital offering a comprehensive range of specialized treatment methods in the field of traditional ayurveda. Treatments such as panchakarma therapy, a procedure to remove toxic materials from the body, and other special ayurvedic treatments are done at the hospital. 
Chief tasks handled

· Assisted the Chief Medical Officer in the overall administration of the Hospital.

· Handling the day to day administrative aspects of the Hospital such as duty scheduling, ensuring correct patient –staff ratio in various Departments.   

· Handle patient complaints; & in exceptional cases conduct personal interviews and counseling to patients needing special attention. 

· All In-patients Registration.

· Register maintenance for In-Patients and Discharge Patients.

· Keeping all In Patients Case sheet.

· Preparation of Discharge Summary.

· Preparation of Medical Certificates.

· Preparation of the Reimbursement form for Patients.   

· Safe keep of all discharge Summary and Medical Certificates.

· Organizing community health camps, dental camps, ophthalmology camps in the hospital area.

· Providing Information of medical treatment charges and room details to Patients.

· Preparing the bills for In Patients and Out Patients respectively.

· Maintaining Day book.

· Assist the Accounts Department. 

· Preparing Purchase Order.

· Purchasing Medical Equipment.
Previous Experience
Jan’04- May’05 : Save Electronics, Kollam as Store In charge.
The company profile: Save Electronics is an electronics retailer in the Kollam Dist of Kerala. It specializes in home electronics and household appliances with 23 employees. 
Chief tasks handled

· Responsible for assisting the Store Manager in day to day operations  
· Supervise employees engaged in sales work 

· Stock taking  

· Cash reconciliation with sales receipts 

· Up keep of operating records 

· Preparing transaction records. 

· Perform work of subordinates, as needed.

· Ensure compliance of employees with established security, sales, and recordkeeping procedures and practices. 

· Lock and secure store.

· Ensure general housekeeping was done to maintain appearance of store. 
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:       As Requested
Declaration


I hereby declare that the above mentioned information are true and correct to the best of my knowledge and belief.
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