
Gulfjobseeker.com CV No: 101676
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
     ………………………………………………………………………….
Career Objective

To obtain a Position offering challenging responsibilities in a Reputed Organization requiring unwavering commitment towards Profession and resultantly to become an integral part of the organization
Career Summary 

Self-motivated Team Player with 10 years HR/ Administrative Experience (3 Years GCC)in different capacities and leading multidisciplinary teams, ensuring productivity and morale in high-pressure situations
 Core Competencies 

Broad working knowledge of   HR and Admin activities.Remarkable problem solving and conflict resolution skills.Good Communication (oral & written). Strong interpersonal and organization skills.Ability to work with relational databases, e-mails, internet research sources.Experience in implementation of ISO 9001:2008, 14001:2004, OHSAS 18001 (MR)
Professional Experience

Aero Freight Company, Doha – Qatar (Three Years)
Sr. Administration Executive (HR&Admin)May2011 to July 2014
· Providing HR/Administrative support  to the Group of Companies
Developing, Implementing, Maintaining and Reviewing of Company Policies, 

· Rules and Regulations, Procedures, Forms in compliance with all applicable Employment Laws, Statutes and Regulations

· Provide support for Manpower Planning, Recruitment andSelection process 

· Conduct New Employee Orientations Programs, arrange Training for all Employees as per the Training Calendar

· Ensuring all necessary Forms and Documents are completed and updated system
Processes and handle Documentation such as Routine Reports, Insurance Policies & Claims etc.
· Performance Appraisal and  Evaluation of Employees
· Oversee Employees’ Discipline and their compliance withCompany Rules and Policies
· Manage Exit Process of Leaving and Terminated /For Good Employees
· Monitor and control daily Attendance and all types ofLeave and arranging Air Tickets
· Inter Office /Department correspondence 

· Organizing  Meetings  and follow up for  implementing Action Plan 
· Liaise with PRO to arrange /renew Company Computer Card, Municipal Registration, Chamber of Commerce Registration/Attestation, Customs Card, Gate Pass/Security Cards,  Police Escorts  Documents etc
· Monitor and control Company Vehicles, arranging Estimara (Registration), Renewal 
· Arranging Third Party Certificate and Maintenance of  Machines and Equipment
· Management Representative for the implementation of ISO 9001:2008, 14001:2004,OHSAS 1800
· Control and Monitor QHSE System, conducting Internal Audit, MRM etc.
ICFAI, Kerala, India 

Administrative Officer ( 2007 -2011)
In a leading Management Institute

· Organize and Manage the Office, Support Systems and Activities that facilitate the effective running of the Campus
· Asset Management
· HR functions like Recruitment, Selection, Training

· Attendance Management and Preparation of Monthly Attendance Report for the preparation of  Payroll
· Housekeeping & Maintenance and Security 
· Liaising with Partner Institutions, other Institutions, External Agencies, Government Departments and Prospective Students
· Organizing and facilitating a variety of Educational or Social Activities
· Conducting various events for Brand Building and Marketing 
Hoch Remedies Ltd, Kerala, India
Manager Administration  (2006 -2007 )
Pharmaceutical Manufacturing Company
· Planning and Implementation of the Different Activities of HR&Administration

· Office and Asset  Management  and Supervise Office staff

· Implementation of the ISO 9001:2000 
· Housekeeping & Maintenance and Security 
· Setup and Coordinate Meetings and Events
· Direct and Guide Internal and External Enquiries
· HR Functions such as Recruit , Select and Orientation of  Employees 
· Attendance Management ,Preparation of Monthly Attendance Report and Payroll 
· Public and Media Relations 

· Liaison with Government Bodies

· Central Excise, Drug Control Department, Local Self Government

· Monitor the Inventory and Maintenance of Office stationaries and Equipment
Other Experience

Administration Executive – Multispeciality  Public Limited  Hospital , Kerala, India

Administrative Assistant – Engineering College, Kerala, India

Education
Master of Human Resource Management (MHRM) from

AnnamalaiUniversity in 2006
 Post Graduate Diploma in Public Relations and Advertising

passed with first class and best student gold medal from Kerala

Press Academy in 2002.(Govt.of Kerala) 
 Bachelor of Arts - Bangalore University in 1997
Pre-Degree  -M.G  University, Kerala 

SSLC-  Board of Public Examinations, Kerala 
Award received
· Best Students Gold medal from KeralaPressAcademy

Article Published 
“Introduction to Media” in a journal published by Tellichery Co-operative Education Society 
Computer Knowledge 
Diploma in Computer Application -Microsoft Office  (Word, Excel, PowerPoint etc), Internet concepts

Training Attended 

· ISO Internal Auditor Training Certificate from Bureau Veritas – Doha, Qatar. 

· Personality Development and Mental Health conducted by POC, Cochin- India
· 10 days Training on  Administration and Asset Management conducted by ICFAI at Hydrabad- India 
Personal Information 

Nationality         : Indian

DOB                  : 18.05.1976

Sex                     : Male

Marital Status     : Married

Languages          : English, Malayalam, Hindi

Driving Licence  : Qatar & India
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