BIO DATA

[image: image1.jpg]


Currently I am in Oman, working under Petroleum Development Oman (PDO).
GENERAL DETAILS:-
VIJIN.323979@2freemail.com 
Name of the candidate       
:    VIJIN 
Age & Date of birth  
:    27,09th March 1988

Nationality 




:    Indian

Religion/Caste

        


:    Christian, RC

Marital Status




:    Single

Driving License
:    2 and 4 wheeler with Badge
Language Known
:    English, Hindi, Tamil, Malayalam

Educational Qualification                      :   Bachelors Degree in Computer                                                                       Applications from EIILM University 
Other Certification
:   Trained First Aider from AHA
COMPUTER KNOWLEDGE 
	Course
	Year of Pursued
	Institute

	Diploma in Computer Application with Tally
	2006
	DE-PAUL Institute Angamaly

	Diploma in Desktop Publishing
	2007
	DE-PAUL Institute Angamaly

	Diploma in Hardware & Network Engineering
	2008
	L.F. Institute of Engineering & Technology Kalamassery

	Master Diploma in Animation
	2009
	Cochin Cad Centre Aluva


EXPERIENCE:-
	Company
	Profession
	Months of Working

	National Travels
	DTP Operator / Akshaya Tutor
	7 months

	Thompson Computers
	Hardware Maintenance
	12 months

	Eben Telecom(Vodafone)
	Retail Desk  Executive
	10 months

	Airawat Aviation Pvt Ltd.
	Admin Assistant – HR &Operations
	11 months

	Immanuel Aviation & Cargo Services
	HR Executive
	2yr 6 months

	AL Katheery Trading & Contracting Est.(Oman)
	Admin In Charge
	Currently Working from 07th July 2014


DUTIES AND RESPONSIBILITIES
· Al Katheery Trading & Contracting
· Work Shop Supervision (Supervise and properly schedule all type of workshop activities on priority basis). 
· Maintaining Store (maintains stock received and stock issued details properly on daily basis).
· Collect requirements from all departments with proper details & prepare demand list after that brief and give it to allocated person. After receiving the items, check all items are received. If some items are missing inform the same person. 
· Maintaining Bills (Petty Cash and Purchase)
· Prepare & Verify monthly attendance statement of all employees.

· Prepare monthly substantial statements of Core Service employees.  
· Collect and file fuel bills daily & prepare monthly fuel consumption statement.  
· Monthly billing of all contracts coming under Petroleum Development Oman (PDO) and Carllion Allawi(British Company).
· Monthly billing of private companies (Maintain good relationship with all related Authorities like Accounts Head & Staff. Keep contacting them till our all bills were settled).

· Safety responsibilities while he is on leave:-
· Proper follow-up on PDO Course booking of all staff.

· Do the Procedures while new Omani staff coming especially medical assessment.
· Maintain Daily & Monthly Vehicle Checklist.

· Send Monthly Reports to all Authorities.
· Thompson Computers
· Overall maintenance of computers (Laptops & Desktops) and related peripherals. 
· Eben Telecom
· Attending the calls from retailers (Vodafone) and solve the issues.
· Maintaining good relationship with all retailers and customers. 
· Try to increase voice quality and problem solving efficiency with in no time.
· Airawat Aviation  & Immanuel Aviation
· Overall administration of Airport activities

· Managing 200 staff in the Ramp area and 320 staff in the Terminal

· Help maintaining OTP by giving timely services to all Airlines

· Emergency Flight handling and participating in  rescue missions

· Special and VIP flight handling 

· Manpower control and roster supervision

· Co ordination with principal Airline and other agencies

· Co ordination with vendors

· Laisoning with CIAL and other Government departments

· Prepare salary statements including PF AND ESI, Pay slips and Invoices in every months.
· Prepare HR related documents like covering letters, appointment letters, promotion letters and relieving letters including experience etc.  
Declaration

I do hereby state that all the information furnished above is true to the best of my knowledge.
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