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CAREER  OBJECTIVE
To pursue demanding positions in Human Resources & Administration within a reputed firm with the approach to take up responsibilities to accomplish organizational goals where in my skills and potentials are being utilized to the maximum; alongside focusing on the scope of enhancing my personal skills & gaining maximum knowledge during my tenure to contribute to the growth of the firm
executive Synopsis

· Result-driven, dynamic go-getter with overall 7.5years’ experience in Human Resource, Administration, Business Development, Data Management System and Team Management, chiefly in the construction industry & facility Management. 
· Presently associated with – SMITH ENGINEERING as Administration officer.
· A dedicated team leader with honed interpersonal, team building, negotiation, presentation, convincing and analytical skills.
· A keen planner with deftness in developing operations in the assigned regions and implementing strategies aimed at ensuring successful running and management of operations.
· Proficient in managing business with key accounts, relationship management with customers and channel/ business partners, administration and market analysis.

Competency Purview

· Excellent computer skills MS Word, Excel, Access as well as Mathematical software like Tally ERP.
· Handle multiple tasks and precedence; take initiative; self-motivated and also keen to work in team oriented and fast paced environment.
· Possess strong leadership and people management skills.
· Possess proficiency in oral and written communication skills.
EmploYMENT  HISTORY  

March 2013 – Till Date
Smith Engineering in Chennai & Bangalore at India.
Company Profile:

Smith Engineering is an organization which specializes in press components manufacture & air curtain impellers.
 Position : Administration Officer (Reporting to the General Manager)
Job Responsibilities
· Overall in-charge of the division.
· Maintaining staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.

· Accomplishes staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counselling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures.
· Provides communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices.
· Purchases printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices.
· Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.
· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analysing variances.
February 2013 – Nov 2014. 
Gusat Construction Co Ltd-(Parent co of Bumjin Engineering & Construction Co Ltd) in Jubail at KSA.
Company Profile:

   Gusat Construction Co Ltd is one of the most popular construction industry which focuses mainly on constructing petro chemical & chemical plant, oil & refinery gas plant, Fertilizer plant, Storage tank and Water treatment tank.
 Position : Human Resources cum Admin officer (Reporting to the Admin Manager)
Job Responsibilities
   A. HR Department
· Recruiting and staffing.
· Employee orientation, development, and training. 
· Providing HR advice and support to line managers and employees, explaining procedures and policies in a timely effective manner. 
· Conducting with and advising management and supervising human resource issues; investigating human resource related problems and making recommendations to the organization.
· Liaising with payroll, absence recording, and holiday recording systems. 
· Assisting the human resource officer with the maintenance and development of human resource procedures and policies.
· Advising staff regarding personnel, benefits, and pay issues. 

· Organize and maintain file and records.
· Collects and prepares information for use in discussions/meetings of executive staff and outside individuals.

· Coordinating workflow and maintaining a productive work environment.

· Counselling applicants and employees on rules, policies, benefits, procedures and job opportunities. 

· Performing or supervising payroll processing, developing, and implementing procedures and applications.
· Further to the discussion with cost and planning team, arranging visas based on manpower requirement.
B. Administration Department
· Manage office systems according to the prescribed standards.
· Coordinate with HR department and higher level management for taking important decisions. 

· Plan and manage office space arrangements.
· Managing records and office data.
· Provide training to the new employees in administrative tasks.
· Supervising the work of office juniors and assigning work for them. 

· Organizing business travel, itineraries, and accommodation for managers.
· Monitoring inventory, office stock and ordering supplies as necessary. 
· Responsible for purchase orders. 

· Setting up and coordinating meetings and conferences. 
· Monitoring company’s vehicle usage.
· Assigning duty for drivers.
· Arranging shuttled Buses
· Managing office supplies.
· Monitor hygiene environment at work place.
· Renew license of company vehicle.
· Coordinate in travel booking.

July 2011 - August 2012. 

Al Najma Al Fareeda Int’l LLC in Dubai at UAE.

Company Profile:

    Al Najma Al Fareeda Int’l LLC is an organization to provide complete facilities Management Solution .It emphasizes its special focus on Cleaning, Security and Building Maintenance.
 Position : Human Resources cum Admin officer (Reporting to the HR Manager)

Job Responsibilities

A. HR Department.

· Plan and manage recruitment and selection of staff. 

· Organizational and space planning. 

· Identify and manage training and development needs for employees. 
· Performance management and improvement systems. 

· Administer HR policies and procedures. 

· Organization development. 
· Employee relations. 
· Employee services and counselling.
· Administer compensation and benefits.
· Ensure compensation and benefits are in line with company policies and legislation. 

· Administer employee discipline processes.
· Conduct exit interviews.

· Processing of over 1500 Employee’s Salaries and Wages on a weekly & fortnightly basis.
· Processing of all Manual Pay.
· Processing of Bonus / Merit Pay-out for all staff and also Payment of Overtime.
· Processing of Payments related to staff’s salary & reconciling all Salary account.
· Processing leave pay.
· Attending to all Staff queries relating to Salaries.
· Distribution of Staff’s payslip.
· Assisting Auditors in the annual Auditing of the Company’s Payroll.
· Filing & Data Entry.
B. Administration Department.

· Meeting and greeting clients and visitors to the office.
· Typing documents and distributing memos.
· Handling incoming / outgoing calls, correspondence and filing.
· Provide administrative support for matters relating to the premises and operations including security, alarms, opening, insurance and transport.

· Raising of purchase orders and invoice tracking.
· Administer the petty cash system and ensure appropriate record keeping.

· Prepare contracts for suppliers as advised.

· Assist in matters relating to marketing and publicity for the Company.

· Arrange hospitality, purchase supplies to ensure the smooth running of the organisation on a day to day and as required basis. 

April 2008 – March 2011 

Anil Brothers in Chennai at India.
Company Profile:

 Anil Brothers is an organization which specializes in manufacturers & Contractors of Fabrication & Erection.

Position : Human Resources Executive (Reporting to the HR Manager)

Job Responsibilities

· Reviewing resumes and applications.
· Conducting recruitment interviews and providing the necessary inputs during the hiring process.
· Maintaining HR records, such as those related to compensation, health and medical insurance.
· Handling insurance-related issues.
· Managing workplace safety issues.
· Training new or existing employees.
· Communicating and explaining the organization’s HR policies to the employees.
· Follow up of confirmation records statutory obligations - PF, ESIC, taxes, gratuity, LTA, bonus etc.
· Preparation of salary statement.
· Handling the full and final settlement of the employees. 
· Administration of all contract labour.
· Recording, maintaining and monitoring attendance to ensure employee punctuality. 
· Conducting employee orientation and facilitating newcomers joining formalities. 
· Maintaining and regularly updating master database (personal file, personal database, etc.) of each employee. 
· Resolving grievances or queries that any of the employees have. 
· Escalating to the right level depending on the nature of the grievance or issue.
· Preparing letters such as offer and confirmation.
· Implementing and administering performance management processes as per the PMS policy and timelines.
· Conducting exit interviews for employees and recording them accordingly.
Academia

MBA(Banking & Finance)                    Alagappa University, INDIA.                    Dec’2015
B.Com. (Co-Operation)
                 Kerala University, INDIA.

             Mar’2004

IT SKILLS

· Proficiency in MS-Word & Excel and Access, Dealership Management System (DMS) version 1.4.1 (upgrade-1.412).
Personal dossier
Date of Birth


: 
4th March, 1982.
Nationality


:
Indian.

Gender


:
Male.
Languages Known 

:
English, Hindi, Malayalam and Tamil.
Date of joining

:
Immediate. 

Place: Bangalore.
Date:











