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Binu 
Binu.365569@2freemail.com 

---------------------------------------------------------------------------------------------------------------

Objective:

To be able to contribute to my employers using all my talents and skills, with a positive attitude to learn and excel.
Career Conspectus:
A Management Professional with over 12 years experience of working in fast-paced environments demanding strong organizational and inter-personal skills. Energetic, Confident and poised in interaction with individuals at all levels; able to multi-task effectively. Functional skills include:
*     Office Management & Administration                 *     Cross functional Team Work
*     Quality Management


       
       *     Recruitment, Training & HR
*     Sales Support & Administration                            *     Procurement & Inventory Control                                               
Education  
· PGDM in Personnel Management & HRD from IIMM – Pune in 2006 
· BA Philosophy from Kerala University, Kerala in 2000
Technical Qualification / Training:

· DISM (Diploma in System Management) from Aptech Computer Education in 2002.
· Certificate in Page Maker, CorelDraw, C & C++ Programming from Manipal Institute of 
Computer Education in 2006.
· Certificate in ISO 9001:2008 Foundation & Internal Auditor Training from SGS, KSA.
Professional Experience:
Company:  Southern Dental Corporation, Bangalore

Designation: Manager - Administration & Finance
Duration: June 2016 – March 2017
Roles & Responsibility:
· Handled day-to-day office administrative tasks.

· Responsible for accounting function of the company: Receivables, Payables, Bank, etc.

· Arranging dispatch of products to various clients as per the requirements

· Issuing P.O. and managing inventory

· Handled Tax related matters & monthly returns.
Company:  Fatima Mata Mission Hospital, Kalpetta - Kerala
Designation: Administration Manager - Pharamacy
Duration: August 2015 – May 2016
Roles & Responsibility:

· Handled all administrative & managerial functions related to the department.

· Arrangements of duties [preparation of duty roster], handling staff grievances

· Purchase of medicines as per the requirements

· Member of the committee in deciding & approving purchase of new medicines

· Managing & controlling Store functions

Company:  Ambience Refrigeration Pvt. Ltd., Bangalore

Designation: Sr. Executive- Administration & Accounts

Duration: September 2013 – June 2015
Roles & Responsibility:

· Administrative support to MD, preparing and arranging dispatch of letters.

· Coordinating with external agencies and offices for various Department related works and import related works.

· Attending customer enquiries, preparation of quotations and maintaining records
· Organizing sales visits, demonstrating products to the customers, negotiating and closing the sales

· Maintaining and developing relationships with existing customers and developing new customers for the company; actively participating in promotional activities.
· Handled Commercial activities like billing, receivables & payables, banks and cash
· Handled statutory requirements like VAT & Excise returns, PF, ESI and Professional Tax

Company:  Augusta Infotech, Bangalore

Designation: Talent Acquisition Member

Duration: February 2011 – August 2013

Roles & Responsibility:

· Recruited IT professionals of various levels and domains for major IT companies
· Involved in end-to-end recruitment process from gathering and understanding of requirements, screening profiles, short-listing, interviewing and scheduling client interviews.
· Practiced various sourcing strategies including position posting, referral generation, cold calling, networking, etc. 

· End-to-end follow-up at the candidate as well as client side to ensure that all procedures are met in time to complete recruitment process/joining formalities. 
Company:  Ba'amer Trading & Cont. Est., Jeddah-Saudi Arabia
Designation:  Sales Coordinator

Duration: May 2008 – January 2011

Roles & Responsibilities:
Sales support/Coordination Task:

· Maintenance & updating of sales records, preparation of quotations, and coordination of departments like sales, engineering & production and accounts.

· Maintaining customer relationship providing first line customer support by answering queries and negotiations, support in order confirmation.
· Interacting with sales department with total responsibility of overseeing all delivery order processing, ascertaining order accuracy, scheduling logistics and inventory controlling functions.

Procurement & Inventory Management Tasks:

· Taking care of procurement; working with vendors to maintain the best and most current pricing, order processing, follow up on delivery and documents.

· Inventory control and logistic in charge. 
Administrative & PA Tasks:

· Co-ordination and arrangements of various in-house and out-house events (training, business promotional like trade fair, etc)

· Administrative support to MD and General Manager, preparing letters, reports, e-mail management, etc. Responsible for all correspondence, internal as well as external.
· Design, define & develop contents in preparation of catalogues, booklets, company brochures, etc.
· Coordination & assistance in travel arrangements for management and employees.
Quality Management & HR Tasks:

· Supervision & assistance in overseeing the implementation and maintenance of Quality Management System process in accordance with ISO standard, being the Management Representative & Lead Auditor.

· Setting out quality standards for various operational processes, content developing and documenting standards and procedures (SOPs), monitoring and identifying improvement areas; Planning and arranging training and development programs.

· Define and develop Job specifications, Job descriptions and performance review, and maintain employee records
Company:  Pantaloon Retail India Ltd., Bangalore 

Designation: Assistant Administrator
Duration: February 2007 – March 2008
Roles & Responsibility:

· Controlling & Coordinating administrative activities across south zone (4 southern states)

· Outsource agency management; negotiating and executing of vendor agreement.

· Arrangement of meetings, training and development sessions, and coordination in arranging travel and accommodation facilities for departmental personnel across south zone.

· Responsible for budgeting of admin expenses and follow up of the same 

· Preparing MIS of security, housekeeping services and other admin related categories.

· Coordination with commercial department for vendor payment & preparing monthly reports.

Company: Globe Metal Industries, Moradabad – India

Designation: Admin Assistant

Duration: February 2003 – April 2006

Roles & Responsibility:
· Secretarial assistance to Managing Director, managing calendar, coordinating meetings and travel arrangements
· Handled correspondence with clients and buying agencies; managing & distributing correspondence (emails/letters/faxes/RFQs) 
· Liason and correspondence with civil authorities and agencies

· Letter drafting, preparation of quotes, other documents and reports.

· Handled complete accounts of various buyers directly and through buying agencies. 
Personal Profile
Date of Birth
:
02 – 06 – 1977

Sex
:
Male
Languages known
:
English, Hindi, Malayalam, Kannada
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