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           CAREER SYNOPSIS

             A versatile and skilled professional with 5 years of experience in HR, Legal and Administration capacities. My Strong analytical and interactive skills assist in achieving sustainable results. 
 EMPLOYMENT HISTORY:-       

             Administration Officer
Airtravel Enterprises (ATE) Group, Thiruvananthapuram an ISO 9001:2000 Quality Organisation with multi   locations and around 16 diversified   ventures. 

(July 2004 - Till Date)


· Key Admin & Legal Responsibilities:- 

-     Overseeing of management policies with regard to personnel and administrative   
       matters.
      -     Managing the Admin. Dept including training and development of staffs.

      -     Over seeing all the legal matters of ATE & group of companies. 
      -     Monitoring legal contracts and permits and in charge of the necessary renewals and   
            other legal documentations.
-     Liaise closely with top management to ensure consistency & integration &  
      implementation of company legal affairs.
-     Audit of Statutory compliance of all matters regarding ESI, PF and other labour          
      related matters.

-     Handling of matters related to Service Tax, TDS, Corporate Tax, Municipal Tax, Luxury Tax
      etc as and when required by the Finance department.
-     Maintenance & updating of fixed asset registers at all locations.
· HR Functions:- 
· PF and ESI Coordination of Employees of Hotel Geeth and GICCR, Transport Division (ATE ventures)
· Thorough knowledge of HR aspects & requirements. 

· Independently handling the HR and Administration Department.

· Maintain & update employee files, track of employee annual leave, health insurance etc.
· Closely monitoring the welfare of the entire personnel of more than 500 employees.
· Liaising with labour union

· Preparation and management of various reports

· Coordinator of Great India Estates, Real Estates division

· Identification and sale of freehold properties.

· Coordination with clients and landlords for processing of lease, sale, rent etc

· Assistance in Marketing and advertising of properties.

· Documentation

· Liasoning with banks regarding sanction of loans

· Website Management.

· In charge of CREDIT recoveries.

· Collection of sticky outstanding dues.

· Follow up.

· Commencement of legal / enforcement action in cases of non-payment.

Practiced as an Advocate in Thiruvananthapuram .

 ( April 2003 – June 2004)

Personnel Officer

Securicore, Thiruvananthapuram. (Earlier Group 4 Securitas Guarding Ltd), one of the world’s largest private security organization head quartered at Copenhagen 

(July 2001- March 2003)

· Overseeing the HR and Administration Department.

· Maintain & update staff files, leave records, insurance (medical, house, vehicle) 
· Closely monitoring the welfare of the entire personnel of more than 500 employees

· Liasoning with labour union

· Preparation and management of various reports

· Preparation and filing of PF, ESI – monthly annual returns

· Preparation and management of payroll

· Providing relevant and quality information and analysis to HO.

· Ensuring smooth operation of the company’s HR and administration department

· Maintenance of various records required as per labour act in consultation with labour office

EDUCATION  

 B.AL – Bachelor of Administrative Law (Law Academy Law College, Thiruvananthapuram, Kerala 



                                                                   (1995-1997)

LL.B – Bachelor of Law, Elective: Labour Law (Law Academy Law College, Thiruvananthapuram, Kerala 


                                                                   (1997-2000) Full fledged five year course in Law Field. 

AREAS OF EXPERTISE: - 
( Admin.Management ( HR Strategies & Functions 
( Computer Proficiency (MS Package)  (  Fluency in English Dialect ( Interpersonal Skills 

PERSONAL INFO:- 
Nationality


   -  
Indian

Date Of Birth                    
   -
1 June 1978
Visa Status              

   - 
Visit Visa  
Marital Status


   -  
Single                                        
