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R E S U M E

SREEKUMAR 
Executive HR Admin


e-mail: sreekumar.297998@2freemail.com 
	Position Applied: - HR Personnel
	


Objectives:
Seeking new challenges in a progressive organization, where my experience can be effectively utilized and offers opportunities for its advancement. 

Professional Profile:
An ambitious HR personnel having keen interest on its work accomplishment, having more than 23 years of working experience in the industry of Human Resources, Personnel & Administration; especially in the field of Recruitment, Induction Process, Man Management, Performance Management and its Development of Personnel Morale, Salary Management, Organizational Development, Office Management, Policy Management, Site Management etc. its including 10 years continuous service in Oman and holder of Valid GCC License and currently working with M/s. SMC INFRA LLC, Sultanate of Oman, a professionally managed Infrastructure construction company engaged all construction activities in India and Sultanate of Oman

Roles & Responsibilities:

· Responsible for the complete cycle of recruiting, including: posting ads, to source candidates, reviewing resumes, screenings, interviews with concerned, reference checks, short listing selected candidates and issuing offers to the right candidates

· Controls the maintenance of the personnel records; Monitors the follow-up of correspondence, ensuring that outstanding queries receive a timely response, after due analysis. Maintains and monitors leave records and requests for overtime. 

· Ascertains human resource requirements for the office ensuring the timely advertisement and filling of vacancies.  

· Analysis resumes to determining candidate qualifications for hiring and arranged for advancement with hiring manager.
· Conducts Induction programs for newly joined employees.

· Conducts attitude surveys, labor relations, publications, labor law compliance.

· Creates and maintains relations to generate and expand business.

· Creates a data base of employees for further records and reference.
Area of Expertise:

· Recruitment, Joining Induction, New employee orientation, Pay Roll Management
· Data Analysis, Guidance to Career Development 
· Staff Management & Feeding Leadership Quality, Performance Management.
· Training Need Identification, Training and Development 
· Employee relationship, Increment, Promotions etc
· Organizational Development, Employee Performance Improvement 
Total Experience: More than 22 years of experience from: 14.01.1993 to till date 

1.  Employer
 : SMC INFRA LLC, Oman

     Designation      : Executive HR Admin (HOD), reporting to Executive Director/CEO

                                from 15.03.2015 to till date

2. Employer
 : Al Ansari Trading Enterprise LLC, Oman

     Designation: H R Admin Executive, Period from 15.11.2011 to 25.01.2015
3.  Employer
 : Nagarjuna Construction Company International LLC, Oman

     Designation: H R Admin Executive, Period from : 22.07.2006 to 13.10.2011
Field of Experience:

· In-charge of HR & Administration of the Project, includes: - Project Administration, Camp Welfare, Office Administration etc
· Manpower Recruitment, Induction, Confirmations, Performance Appraisal etc.

·  Grievance Handling, 

· Maintenance of Files and Records   

· Pay Roll Management

· Welfare measures of the employees and its implementation
· Familiarize with Visa Processing, Residence Card Process, Ticket etc

· Correspondence with Government and Other Agencies 

· Attendance, Leave, Final Settlement

4.  Employer: PATI-BEL JV (A Joint Venture Project of PATI from Malaysia and Bhagheeratha Engineering Limited from Kochi). MC Road Project, Kerala

     Designation: Officer (Personnel & Admin) Period: 01.10.2004 to 19.07.2006
 Field of Experience:

· Manpower Recruitment, Manpower Planning, Manpower Allocation and Distribution

· Induction, Confirmations, Performance Appraisal,

· Office Administration, Grievance Handling 

· Maintenance of Files and Records   

· Pay Roll Management
· Welfare measures of the employees and its implementation

· Correspondence with Government and Other Agencies 

· Attendance, Leave, Final Settlement

5.  Employer
 : Bhagheeratha Engineering Limited, Kochi

     Designation
 : Junior Officer (P&A)  

     Period
 : 14.01.1993 to 30.09.2004

Field of Experience:

· Manpower Recruitment, induction, confirmations, Performance Appraisal, Final Settlement etc.

· Pay Roll Management, Grievance Handling
· P F , EPF, ESI and other Statutory Obligations  

· Second in line for all Administration activities 

· Welfare measures of the employees and its implementation

· Entire activities pertaining to Customer care & Public Relations

· Statutory compliance, Liaison with Government Department/Organizations etc

· Implementation of various Insurance Policies and its claims 

· Printing and Stationery

Education - Academic:
MBA

: IGNOU (Course Completed) in 1997 - 1999
LL B
 
: Govt. Law College, Trivandrum, (Course completed) in1994 
BA 

: Graduated in Sociology from University of Kerala in 1991
PRE DEGREE
: Passed from University of Kerala 
S S L C

: Passed from Government Medical College High School, TVM 

Computer Knowledge:
1. Diploma in Computer Application (DCA)-Chips Software Systems Pvt. Ltd, Kochi
2. Training Windows 2000 – from M/s. Aptech Computer Centre, Kochi

3. Data Entry Operator Course from M/s. Shramik Vidyapeeth, Trivandrum
Memberships/ Training Programmes Attended: 
I have attended various training programmes organized by Academy of Human Resources, CII, Kerala Management Association; Kochi, NIPM; Kochi Chapter etc.

Strengths & Qualities: 
· Multi-skill efficiency, Excellent inter personal skills, Transparency in dealings with keeping the limitations, Good rapport and a go getter
Personal Details:
Born



: 7th April 1968

Marital status

: Married 

Nationality


: Indian

Issued at


: Muscat on 12.05.2008 and valid up to 11.05.2018
Oman Driving License
: Expiry on 12/07/2026 (Valid in all GCC countries) 
 
The above furnished details are true to the best of my knowledge and belief and I am in possession to submit the document for the proof its evidence.

SREEKUMAR 
