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MANISH 
MANISH.154008@2freemail.com 
 

Post Applied for:  Admin. & HR Officer 

Objective:

To achieve the highest professional efficiency at work place, where my part plays an important role in the company. I strive for excellence in what I do. I shall dedicate plenty of my service.
My Missions are:
· Progress in the relevant field.

· Accommodate and execute the necessities of clients.
· Recruitment and Hiring

· Training and Professional Development

· Benefits and Workers Compensation Administration

· Payroll Management/Time and Attendance
Educational Qualification’s:

1)  BSc. (Computer Science Degree) from 27-6-2000 to 24-12-03 in Nagpur University, Maharashtra.
2)  MBA (HRM) from 13-8-2008 to 13-10-2010 in Nagpur University, Maharashtra.
3)  MSC-IT Maharashtra State Certificate in Information Technology from Aug-2007 to Jan-2008 Mumbai Board, Maharashtra.
4)  GDCA Government Diploma in Co-operation and Accountancy a course of six 

     months from Nov-2010 to May-2011 in Pune Board, Maharashtra.
5)  HSE Engineering from 6-1-2004 to 19-12-2006 a three Year Programme, from Cochin,  Kerala.                   
6)  Occupational Safety & Health Administration (OSHA 30 hours) from 18 June-2011 to 21 June-2011 in Cochin, Kerala OSHA Card Number > 
7)  NEBOSH-IGC in Oct-2012 from Arbrit Safety and Engineering solutions, Kerala.  

8) IOSH Managing Safely in July-2012 from National Academy for Professional       training, Kerala.
9)  Medic First Aid International Certified in May-2012 from Kerala  
10) Diploma in National Institute of Labour Education & Management from May-2008 to Oct-2008 a six months course from Chennai, Tamilnadu  

11) English Typing with speed of 40 wpm in Nov-2007 from Pune Board, Maharashtra
Other Skills:
1) LMV driving license of India
Software Exposure:

Operating Systems            :     Windows Vista/XP/98/2000

Programming Language  :     C, C+ 

E.R.P                                    :     SAP R/3  

Versions                              :     4.7EE and ECC 6.0

Professional Experience:

Worked as an HR Officer in Sargam Dish Vision Ltd, since 7-Feb-2009 to 27-sept-2012, Nagpur, Maharashtra. 

Working as an Admin. & HR Assistant in Force-10 Const. Co. in UAE from Jan-2013 to
Feb-2015.
Working as an Admin. & HR Assistant in Al Barakah investment properties llc Co. in UAE from March-2015 to till date.
Organization details: Al Barkah Investment Holding Group, Abu Dhabi, UAE
Al Raha Village is one of the largest “Labour City “under Al Barakah Group, in Abu Dhabi, UAE which can accommodate over 40,000 residents and provides hospitality and operational services such as facilities management, catering services, security services, transportation services & Laundry services etc.
My Responsibility as Admin. & HR Assistant:
· Making Memos and interoffice correspondence, checking of email, reply to mail, Filing and other office administration work. 

· Updating manpower list, leave summery and making yearly leave plan

· Preparing time sheets of staff for Maintenance dept.  

· Making daily work reports for all Maintenance departments.

· Operate a range of office machines such as photocopiers, computers, faxes, file papers and documents.

· Answer telephone enquiries from customers, attend to visitors and assist other staff in the organization with their enquiries

· Updating the all work progress reports and receives Work Order and forwarded to concerned section.

· Updating the status of work order which receive from Life care Hospital, FM Dept., Laundry, Catering and Shopping Mall.

· Updating the summery of daily consumption of Utility (electrical, Gas & Water) and forwarding to Cost Controller.

· Preparing weekend and monthly duty schedule for all departments as per supervisor’s instruction and forwarding to other depts.

· Preparing final clearance Memo for checkout clients.

· Making Work Permit for Subcontracts. 

· Coordinate with Procurement dept. and Technical Store for preparing material Request, Purchase Request, bid tabulation & Job Order.

· Making minutes of Maintenance Supervisor’s Meeting with Maintenance Manager.

· Organize employee welfare services such as canteens, first aid and social activities.

· Determine staffing numbers, skills and needs to meet the organization’s objectives.

· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions

· Setting up and coordinating meetings and conferences.

Personal attributes:

Self confident and not easily discouraged
    Strong interpersonal skills and self motivated, Flexible, readily adaptable to 
       any changing conditions   
    Capacity to lead, supervises, train, and develop others

Personal Details:
Religion                                         :      CHRISTIAN

Sex / Nationality                          :      Male/Indian 

Date of Birth                                 :      25/09/1981
Marital Status                               :      Single
Language known                         :      English, Hindi, Malayalam, Tamil & Marathi 

Declaration:
      I hereby ascertain that all facts pertained to in this document are true and credible.                                                                                                                                                                                                                                                                          
