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SHANAF 
OBJECTIVE:
To find an exciting premise to work with dedication and commitment to serve the employer with a highly professional manner as well as to develop my caliber, and to pursue a challenging career with a dynamic organization that provides me with opportunities to develop my strength and ultimately realize my potential and skills towards professional excellence with a view to utilize and enhance my experience, education, qualification background and talent.
Strengths: Highly motivated, dependable team work able to be self initiating and follow instructions to carry out tasks in an efficient manner, proficient skills in Administration/ Technical and Accounting, More than seven years experience in Administrative/Technical and Accounting Works, hard working, positive thinking, flexible, fast learner etc. Excellent communication skills in English Language is the major strength.
EXPERIENCES:
· Presently working with the HR Department of an EPC contracting company Abu Dhabi, United Arab Emirates as an Administration Assistant since August 2013. 
RESPONSIBILITIES
In HR Department:
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Recruitment
1. Preparing Job descriptions of each position by coordinating with the Project Managers. 
2. Shortlisting of resumes according to the criteria of the company and preparing the list of candidates by highlighting the important points. 
3. Conducting preliminary interview of walk-in candidates. 
Induction and Joining formalities
Responsible for the joining formalities of newly joined employees which includes the following
1) Induction:- Giving awareness about the company, Policies and the responsibilities of their work 
2) Visa Processing formalities including their visa medical checkup, Emirates id Typing etc 
3) Arranging necessary trainings which re mandatory for Oil & Gas fields. (H2S & Safety Induction, PTW, ADSD, BA etc) 
4) Processing Daman Application of the newly joined employees and the follow up of medical cards. 
Cash Transactions
Responsible for all HR & Admin related cash transactions
Official Communications
Communicating with the Recruitment consultants regarding the job requirements and making follow ups.
Manpower Deployment
Mobilization/ De mobilization of employees as per work site requirement Preparing reports like Manpower Summary, Job Allocation Report, Idle List etc
In Store, Logistics and Expedition Department:
Material Expedition
Keeping trackers for Material Requests from various sites.
Assigning the buyers according to the urgency and type of materials.
Keeping records of the Purchase Order
Follow up with the buyers and venders.
Keeping records for supply and delivery of materials to the site.
Up keeping the prompt delivery of materials to the site.
Logistics
Floating enquiries for EX-Works collection and preparing the comparative statement. Collect all the documents which is required for shipping.
Assigning the fright forwarder and handing over the shipping documents. Applying for Duty exception through the Client.
Ensure the receipt and delivery of materials at site on time.
Letter of Credit
Preparing the LC Draft by covering all the terms and conditions of the Purchase order.
Official Communications
Communicating with the vendors and the Project Managers through Email and answer the queries through phone.
· Worked as a Supervisor in a Multi National Company, United Healthcare India (P) Ltd., 
Cochin, India (from 24th of April, 2009 to 30th November, 2011). 
RESPONSIBILITIES
Handling a team
Overall in charge of a team of 10.Responsibility includes motivating, analyzing and controlling the team members
Training
Responsible to attend the con-call during the launch of new process and learn the process note. It is the responsibility of the supervisor to train the subordinates and newly recruited employees.
Mails and Reverts
Checking the mails from our esteemed clients and superiors; revert on mails within the given time line.
Issues and escalations
Responsibility to sort out the issues and escalations in the first level before it reaches to the second level.
Reports
Preparing and forwarding the reports to the concerned departments.
Meetings
Conducting the meeting with the clients and taking the minutes of meeting. Circulating the minutes to the clients and to the higher authority.
Evaluation
Responsible for the performance evaluation of the branch and the employees.
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· Worked as a Team Leader in a Multi National Company, United Health Care India (P) Ltd., 
Cochin, India (from 1st of March, 2007 to 31st of December, 2008). 
· Worked as a Customer Support Executive in an international Call Center called Sutherland Global Services, Chennai, India (from to 18th of September 2006 to 1st of February of 2007). 
· From 22nd of March of 2006 to 1st of September 2006, worked as a Voice and Accent Trainer in a call center training institute called TAKYON System Solutions, Thrissur, Karala, India. 
· From 5th of September 2005 to 5th of January, 2006, worked as a Customer Service Representative in an international Call Center called Netsoft, Cochin, Kerala. 
· Worked as Office Administrator and Accountant in a reputed Trading Centre, Lakhotia Trading Centre, Kerala, India (more than 17 months). 
· From 1st of November 2000 to 13th of February 2004, worked as an Asst. Accountant / Asst. Office Administrator in a reputed hospital, Ansar Hospital, Perumpilavu, Kerala, India. 
· From 14th February to 5th July 1996 worked as an Asst. Receptionist at The Metropolitan Hotels, near South Railway Station, Cochin, Kerala, India. 
· Three months of experience in the departments of food and beverage, Front Office at Sri. Arvee Hotels, Coimbatore, Tamil Nadu, India (1994). 
EDUCATIONAL QUALIFICATIONS:
Bachelor in Business Administration [B.B.A.] from Madurai Kamaraj University, Tamil Nadu, India (1997-2000).
TECHNICAL QUALIFICATION AND CERTIFICATE COURSES:
Microsoft Office & Tally Certificate from Lakhotia Computer Centre, Kerala, India – 2000. DEOACC ‘A’ LEVEL completed from DEOACC Society New Delhi, India
Diploma in Hotel Management from School of Engineering, Near Shipyard, Cochin, Kerala, India.
5.5 in IELTS
COMPUTER PROFICIENCY:
Operating Systems: Windows 7, Vista, XP, Windows NT, Windows 9X, Ms-Dos and Linux Software: Microsoft Office, Database Management System, Tally, Novel 3.12, Photoshop etc. Hardware: System Assembling
Internet
PERSONAL DETAILS:
	Gender
	
	:
	Male

	Date of Birth
	
	:
	13-05-1974

	Marital Status
	
	:
	Married

	Religion
	
	:
	Islam

	Nationality
	
	:
	Indian

	Language Known
	
	:
	English, Hindi, Malayalam, and Tamil

	PASSPORT DETAILS:
	
	

	Place of Issue
	:
	Cochin
	

	Date of Issue
	:
	15-03-2007

	Expiry Date
	:
	14-03-2017
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Visa Status
:
Employment Visa
HOBBIES:
Traveling, Reading, Internet surfing, Writing etc
DECLARATION
I here by declare that all the information mentioned is true and correct to the best of my knowledge and belief.
SHANAF 
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