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	Career Objective
	

	
	· Accomplished HR Officer looking to advance in career and apply strong management, organization and relational skills in an administrative position with a growing company.


	
	Career Path
	

	
	

	
	· HR Oficer / Maintenance Coordinator                                                            Sep 2015- Sep 2016
       Fireman Safety Services, Abudhabi

· Assistant Professor                                                                                          June 2011- May 2015

Dept. of ECE, STCET, Kerala

· Insurance Service Coordinator                                                                       July 2008- March 2009

ICICI Prudential, Ernakulam



	
	
	

	
	Professional Responsibilities
	

	
	· HR Officer
               Responsible for all the Administrative processes and Human Resource duties within the Office, as well as providing general secretarial support to enable the smooth and effective running of the office.

          Duties
· Maintaining employee files, documents, company documents, contract details etc confidentially.
· Sourcing and shortlisting candidates C.V’s from various job boards or other media source.
· Scheduling of interviews.
· Coordinating and communicating activities for the Office, including all employee events.

· Updating databases with confidential and relevant information.

· Maintaining employee attendance in a daily basis.

· Dealing and advising on disciplinary and grievance procedures. 

· Developing & improving existing HR procedures and processes.
· Assisting and advising employees and managers regarding leave management, administration, HR procedures and policies according to company.

· Taking minutes of monthly HR meetings.

· Maintaining organization chart and employee documents.
· Making sure that any promotions, transfers and pay rises take effect as planned. 

· Dealing with Labor formalities, visa, insurance procedures etc  or employees according to UAE labor laws 

· Assisting in the set up and maintenance of client & candidate databases. 

· Conducting inductions for new employees.
· Overtime calculation of employees.
· Maintenance Coordinator
Supervising maintenance employees and co-ordinating daily preventive maintenance schedules for all facility management and machinery and annual inspection to minimize costly repairs and production downtime.
           Duties

· Maintaining and improving company facilities and equipment repairs.
· Handling of preventive maintenance.
· Negotiate maintenance contracts and onetime service arrangements with vendor.
· Periodic inspection and reporting to concerened persons.
· Assigning technical persons for the day to day maintenance works.
· Uptodate documentation, keeping records etc.
· Co-ordinating and prioritizing Planned Preventive Maintenance.
· Ensures the quality of work delivered to the clients.
· Preparation of quotations, receiving PO and invoices.
· Insurance Service Coordinator
           Duties
· Coordination with insured clients, company and employees.
· Uploading and validation of data in timely basis.
· Maintaining up-to-date information regarding the rules and regulations of insurance procedures.
· Implementation of new procedures and coordination with employees and clients.
· Maintaining records according to company rules and regulations.


	
	Education
	

	
	

	
	· MBA    - Financial Management, Bharathiyar University, Coimbatore                                 2014-2016
· B.Tech- Electronics and Communication, MG University, Kerala                                         2004-2008



	
	Technical Skills
	

	
	· MS Office, Windows XP/2010, MATLAB, LABVIEW, ERP, MC, MP,



	
	Personal Details
	

	
	

	
	· Nationality            :Indian
· Marital Status       : Married

· ,                                     
· Date of Birth         : 07.04.1987
· Nationality            :Indian
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	Reference
	

	
	

	
	Will be furnished upon Request.



