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GAURAV 

	
	Career Précis
	


Post Graduate in Biotechnology  with more than 9 years’ experience ( 2 Years Gulf Experience ) in Biotechnology ( Diary Farm ) , HR -Administration  field .Excellent communication skills ,having an excellent knowledge in administration, Biotechnology and   Human Resources fields  ,having ability to handle multi tasks , to work under pressure and ability to handle a team .I am willing to work in Biotechnology field or HR-Administration field   in an organization  so that I can use my knowledge’s ,skills, abilities and experiences  to take the organization to a greater heights 
	
	Career Path
	

	 Administrator 
 Hussain Fadhil & Partners, Muscat, Oman
Assistant Manager 

 New Day Farm, Kannur,Kerala,India                              

	 Jul 2015 – Jul 2017
Apr 15,2008 – May 15, 2015

	
	


	
	Professional Responsibilities
	


· Having 7 years of experience as Assistant Manager in a dairy farm and 2 years of experience in  HR-Administration field  in a construction firm
· Having work experience on Microsoft Office programs (Word, PowerPoint, Excel, and Access).
· Working knowledge on how to manage an entire  organization 

· Ability to take an immediate action for any problematic issues arising in the organization 

· Ability to control the whole team of labours and staffs 
· Working knowledge of Office Automation (Graphic Designing, DTP etc.).
·  Sends correspondence to applicants on as needed basis. 
· Coordinates the use of temporary labor as needed, including maintaining relationships with agency representatives and communicating temporary needs as well as acquiring the contract and obtaining local and HO approvals.

· Researched and created company’s 3 separate employee handbooks.
· Introduced new employee orientation and individualized training, resulting in 97% satisfaction record.
· Expertise on Training& Development, Employee Relations.
· Direct Relation Ship with the Customer, 

· Handling all the day to day activities in the organization  
· Imitating Travel Arrangements for Employees as a part of Administration
	
	Technical Skills
	


Languages



:    Microsoft office, MS Excel, MS PowerPoint
Operating Systems  


:    Windows XP, win7, win10
Extra Development Tools
:    Office automation, Graphic designing 
	
	Personal Details
	


	
	Date Of Birth
	07th Dec 1985

	
	Marital Status
	Married

	
	Languages Known
	English, Malayalam, Hindi, Kannada and Tamil

	
	Personal Interests
	Social Networking


	
	
	


	
	Education Details
	


	MSc( Bio- Tech)                                                                                                             75%
SNR Sons  College,  BHARATIAR  University
	2008

	


BSc (Bio –Tech)                                                                                                              55%
                     2006
Alva’s College, MANGALORE University
Board of higher Secondary Education                                                                        60%
                     2003
Mambaram Higher Secondary School
Project Details:
“Studies on Lipolysis of coconut oil and preparation of Medium Chain Fatty Acids “at Central Food Technological Research Institute

 (Cftri), Mysore, India (Jan – Mar 2008)
Achievements:

Participated in “TOASTMASTERS INTERNATIONAL “conducted at Hussain Fadhil & Partners LLC and achieved best speaker award 

I hereby declare that the above furnished information is true to the best of my knowledge.
Place:
Date:
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