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	OBJECTIVE
To work in a stimulating environment and to reach higher echelons in an organization that offers potential for advancement and professional growth while allowing utilizing one's acquired skills and experience.

EDUCATIONAL QUALIFICATION
Correspondence: in accounts from college of commerce. 2004-05 from Kerala.
B.A: from Bangalore university.2003-04

Pre Degree: from C.B.S.E in the year 2001.

S.S.L.C: from C.B.S.E in the year 1999.

ADDITIONAL SKILLS

· Computerized Accounting (Tally, Indsoft)

· Ms – Office (Word, Excel etc.)

· Familiar with Internet

· working experience in Tally 

· LMV & Motor Cycle Driving License (India)

· LMV License (Saudi Arabia)

DETAILS OF PASSPORT 
Issue & Expiry Date
:18.04.2013  to  17.04.2023
Passport No.

: L1572389 (Visit Visa)

Place of Issue              : Calicut


CAREER SUMMARY [7 & Half Yrs Experience]         
  A competent, result-oriented professional with about 07& half years of experience in Administration, Projects, Recruitment, Team Management, Well versed in handling Administration, HR functions entailing recruitment, etc. & a Short experience in Accounts. Knowledge at handling day to day administrative activities in co-ordination with internal / external departments for smooth business operations. Proficient at managing & leading teams for running successful process operations & experience of developing procedures, service standards for business excellence. A thorough professional with a proactive attitude, capable of thinking in and out of the box, generating new design solutions and ideas. Possess excellent interpersonal, communication and organizational skills with proven abilities in team management, customer relationship management and planning.

 EMPLOYMENT EXPERIENCE   
 Asst. Manager (Administration) GSCC ( 

Responsibilities:
·  Overall controlling in the part of administration.

·  Guide and help the team members in administration.
· Co-ordination of manpower planning and recruitment using databases, newspaper, employee    referrals & recruitment agencies.
· Screening the resumes, testing the applicants, scheduling interviews and conducting initial interviews.

· Hiring the recruiters, preparing Offer Letters & Contracts of Employment and ensuring that           documentation is completed before joining. 

· Handling salary negotiations, payroll system & attendance and compensation. 

· Coordinate with site administration regarding the day to day administration activities.

· Planning targets, monitoring time frames and achieving the targets on a daily, weekly & monthly basis in adherence to the pre-set standards and company policies. 

· Creating and sustaining an environment that develops opportunities and motivating the employees for enhancing the existing performance levels.

· Office set up, house furnishings – staff & workmen, Keep track and Ensure all payment like Utility/rental/vendor are made within the due date and Record maintenance.

· Day to day office administration like - Managing of Front office and Travel desk, Pantry- management, Water management: Ensure hygiene and Availability at all the times, Waste Management: Proper collection/Segregation/ storage and disposal. House Keeping of office/Workshop.
· Ensure all required consumables and stationery are available at all required time: Maintain level stock, Liasioning with vendors.
· Taking care of the transportation for all company employees

Administrative Officer  M/s National Contracting Company Ltd, (construction Divison) Al- Khobar, Dammam (K.S.A)    from November- 2006 to September- 2011.
Responsibilities:           

· Coordinated and directed office services, such as records and budget preparation, personnel, and housekeeping, to aid executives.

· Prepared records and reports, such as recommendations for solutions of administrative problems and annual reports.

· Analyzed operating practices and procedures to create new and to revise existing methods.

· Studied management methods to improve workflow, simplify reporting procedures, and implement cost reductions.

· Read and answered correspondence, planned conferences.
· Keeping the personal documents track of employees under custody like: Passport & Iqama. Interpreted administrative and operating policies and procedures for employees.

· Coordinated and handled with manpower suppliers as per the requirement of site as well the instruction of the higher management.
· Taking approval for the hiring equipments as per the site requirement.
· Scope of responsibility is diverse and includes patient communications, special event coordination, operations management, executive administration, human resources, and regulatory compliance.
· Coordinated with time keeper and ensure that all the time sheet from site will reach on time.
· Coordinate with pay roll section also giving the required inputs for finalizing the salary part.  
Accountant : M/s ABC Sales Corporation, Payyanur, Kannur (INDIA) (Dt.)From 2006 March to October 2006                     

Responsibilities  :
·  Handling branch accounts.

·  Lassoing with bank, Sales Tax Dept.

·  Lassoing with Statutory auditors, internal auditors & Bank Auditors.

·  Handling cash, banking, documentations, invoicing & payments to  the Party etc.

Accounts Assistant :V. M Associates, Kannur (Dt.), (INDIA) From 2005 August to February 2006                   

Responsibilities:
·  Auditing for different companies and preparation of final accounts for medium size firms etc.
PERSONAL DATA
Age                : 31

Date of Birth   : 13-9-1981

Sex                : Male

Nationality      : Indian

Marital Status : Single

Languages      : Malayalam, English & Hindi                                      

Hobbies:         :Playing Cricket, Basket ball, Reading & watching T.V.

                              DECLARATION
I hereby declare that the forgoing information’s are correct and complete to the best of my knowledge and belief.
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