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CURRICULUM VITAE

CAREER SUMMARY

· Present employment with Vogue International Agencies  Sharjah Airport International Free     

      Zone.
· Shabbir Trading , Ajman,  UAE, worked as secretary for 5 months from June 06- November 06. 
· Total about 20 years experience out of which HR experience of about 9 years spanning Telecom,  as an HR  process and practices/ Process specialist with India’s No.1 Mobile Service Provider,  Hutchison Essar Limited, Cochin, Kerala.
· 2 years experience in UAE with Everest Industrial Company Sharjah in the year 1995 – 1997, Assisting  Personal Manager . 

· 9 years working experience with St. John’s Medical College Hospital in the Billing / Cash  and  Accounts department

EDUCATION

· Post Graduate Diploma in Business Management (PGDFM) from St. Joseph’s College of Bussiness Administration . Bangalore, Karnataka, India .

· Graduated in Commerce from Kerala University, Kerala , India .

· Secretarial Practice & Telephone Techniques  from Nadia Institute , Sharjah, UAE.
Career Details:

Present Job: M/s Vogue International Agencies FZE, Sharjah  ( Manufacture  & Export of Garments) 

Job Profile :
· H R & Admin Activities
· Assisting G M & Managers for Recruitment & Selection of Candidates
· Interacting & laisoning with Recruitment Agencies in UAE and India & Srilanka .  
· Preparation and submission of documents to Srilankan Consulate for required approval for recruitment of Srilankan workers for Factory. 
· Documentation and Submission of visa application for new recruits / Visit and Transit Visas
· Supervision of Labour accommodation and labour welfare

· Supervision of safety measures in factory

· Pay roll management.

· Final settlement of staff / workers

· Online Ticket reservation
· Co ordination and Laisoning with travel agents

· Hotel Reservations for guests
· Managing reception /  Telephone calls / Fax / Scanning 

Accounts related : 
Cash disbursement & receipts
Generating payment / receipts vouchers ( Tally)
Filing  
Organisation: Shabbir Trading Ajman  ( June 22, November 30  2006) 

Job ; Secretarial Job ,  Office Admininistration and Accounts. 

Organisation: Hutchison Essar Limited  (July 1997 –  June 2006)

Designation: Executive – Human Resources
9 years experience in Telecom, Hutchison Essar Limited, in Business Unit HR role, assisted the top H R Management end to end Business Unit HR – Kerala Circle.-  Also played key role in various administrative activities of the company.

Key Responsibilities 

· Involved in the process of evolving efficient Business Models. Preparation of appointment letters, salary certificates, remuneration letters, transfer and confirmation letters and all other employee related correspondence.

· Responsible for employee database and MIS Reports to Corporate and Circles offices. HRMS Management, employee claims, Insurance, Provident Fund, Gratuity , and all statutory and legal issues related to employees.

· Regular interaction with  payroll and updating regarding employees compensation.

· Key role in performance Management  system and identifying training needs of employees in consultation with senior H R team. Induction and training of new joinees to the organisation. 

· Benchmarking with industry practices, competitors, in various aspects of Business and HR

· Sensitivity to Business requirements and proactively addressing the concerns in the Organisation according to the changing Business environment

· Delivery of HR practices

· Recruitment and Selection – Use of Predictive Index/Star Profiling tools for Recruitment

· Induction and Training

· Performance Management Process – Moderation and Administration of the process

· Compensation Management

· HR Initiatives – Welfare related activities, In-house magazine, News Letter, Reward and Recognition schemes, Internal Competitions, Get Together, etc. 

· Statutory and Legal compliances

· Maintenance functions of HR

· External Resource Management – Business Associates, Franchisees.

· Administration:  Ticket Reservations, arranging conferences and meetings,  Booking arrangements with hotels , Guest House management. Supervision of various maintenance activities of the office and guesthouses. Laisoning with    venders for supply of stationary and office equipments. Interact with Telephone and Electricity authorities regarding connections and payment of bills. Guest management, Reception management, Vendor payments etc.  

· Career Planning and Competency Mapping

· Mapping of Competencies essential for Team members

· Developing blueprint of Career Paths for all roles

· Identifying Knowledge, Skills, Attitudes and Inputs required for all roles

· Personal Development Plan

· Management of Change and Culture

· Management of employee’s issues, concerns, grievances in times of changing Business Models like Franchisees and ensuring smooth changeover

· Addressing employee perceptions about Competitors and Business Alliances

· Management of employee perceptions towards Integration of Business activities

· Inculcating a culture and environment of Customer and Business Sensitivity

Organisation: Everest Industrial Company, Sharjah (1995 –97)

Everest Industrial Company is pioneers in making coolers Chillers and Refrigerators

Designation:  Handled the role of Personal Assistant

Key Responsibilities:

· Assisting the Personal Manager for Visa Processing, Medical and Immigration.
· Personal file management / Database  and record keeping. 

· Reception and Telephone Management. 
· Assisting PRO for labour and immigration related activities  

EXPERIENCE

Organisation: St John’s Medical College Hospital, Bangalore (1985 -95)

Designation: Lower Division Clerk

9 years experience in Billing and Accounts & Cash with St. John’s Medical College Hospital, Bangalore , Preparation and generating inpatient bills, accounting and reconciliation of bills , cash collection, preparation of vouchers. Daily cash collection from all departments and deposit to bank and withdrawal  / transfer of cash from bank.

Key Responsibilities:

Responsible for end to end Billing, Preparing and generating invoices,  Accounting and reconciliation of bills accounts , Cash  collection and verification. Depositing the daily collection to the bank, and other related activities with bank.     

TRAINING PROGRAMMES ATTENDED
· Managing Service Quality by Singapore Quality Center (SQC)

· Workshop on Assertiveness.

· Training on Putting People First

PERSONAL DETAILS

· Date of Birth

:
16th February  1961

· Languages Known

:
English, Malayalam, Hindi, Kannada, Tamil
· Nationality 


:            Indian ( Keralite)

