[image: image1.jpg]


Febin 

Febin.360823@2freemail.com   
To utilize every opportunity to learn and improve in order to add value to the organization, thereby attaining my career growth.
EMPLOYMENT HISTORY
BRIGHTLAND International Trading & Contracting Group, QATAR.
Mar 2014 – Aug 2016
HR - Administration officer.
· Maintaining personnel records of employees; obtaining temporary staff from agencies.
· Maintains payroll information by collecting, calculating and entering data.

· Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications, merit increases; tracking vacation, sick, and personal time.

· Documents human resources actions by completing forms, reports and records.

· Accomplishes human resources department and organization mission by completing related results as needed.
· Provides job candidates by screening, arranging interviews.
· Establish effective co ordination and communication between the office and onsite activities.

· Preparing letters, memo & other types of correspondence and provide perfect support to manager.
· Processing expenses sheets and invoices.
· Scheduling of programs and meetings.
HORIZON TECHNOLOGY, COCHIN, INDIA.
Feb 2010 – Dec 2013

Admin Assistant.
· Carrying administrative duties such as filing, typing, copying, binding, scanning etc.

· Maintains staff records and payroll.

· Processing expenses sheets and invoices.

· Maintaining office supply inventories

· Maintaining electronic and manual filing systems.

· Provide information to internal colleagues or external enquirers.

· Handling sensitive information in a confidential manner. 
· Coordinating office procedures. 

· Relying to email, telephone or face to face enquiries.
· Coordinating repairs to office equipment.
· Managing staff appointments. 
EDUCATION
· Bachelor of Computer Application
· Pursuing Master’s Degree in Business Administration 

COMPUTER SKILLS

· MS-Office
PERSONAL DATA

Date of Birth
:
18/9/1987

Sex


:
MALE

Religion

:
ISLAM

Nationality

:
INDIAN 
Marital status

:
Married
DECLARATION
I hereby declare that the above details are true and correct to the best of my knowledge and belief.

