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Personal Data​​​​​​
Visa Status    : Visit
Nationality   : Indian. Kerala
Civil Status   : Married
Age                : 25 years, Male
Strengths:

· Career oriented
· Social
· Punctual
·  Energetic
· Smart working
· Sincere
Interests

· Playing Cricket 

· Riding Bikes
· Socializing

· Travelling
Languages
· English

· Hindi

· Malayalam
Availability  : Immediately
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To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
CAREER OBJECTIVE
· Looking for a career in Human Resource Stream where I can exploit and enhance my skills and professional knowledge and thereby ensure personal and organizational growth.

KEY SKILLS
· Excellent experience with Human Resource and Administration Department.
· Good working knowledge on computers and MS office.
SUMMARY OF EXPERIENCE
· Total 3.5 years of full fledged experience in HR and Administration. 
· 1.6 years in Human Resource Department as HR Executive and 1.11 years in Administration Department as Admin.Executive.
PROFESSIONAL BACKGROUND
Organization    :  S.H Medical Centre Hospital
Designation      :  HR Executive
Duration           :  01 June 2013 – 30 November 2014
Company Profile

S.H Medical Centre Hospital is a 275 bedded multi specialty hospital with all modern facilities. It has got a well equipped Operation Theatre, Dialysis Unit and state-of-art facility to take care of critically ill patients in various departments like Cardiology with Cathlab, Medical, Surgical, Paediatric and Neonatology.
Job Profile
· Recruitment based on requirement to various departments and coordinates the interview with the respective department.
· Joining and separation formalities.

· Appointment Letter, confirmation, Performance appraisals and Performance management.
· Induction Programs.
· Handling employee database both in soft and hard copy.

· Leaves and attendance management.

· Payroll Management and ESI, PF and other govt. related employees welfare
Organization    :  Indian Institute of Emergency Medical Services (IIEMS)
Designation      :  Admin.Executive  

Duration           :  01 June 2011 – 30 April 2013
Company Profile

                   Indian Institute of Emergency Medical Services is a premier Emergency Medicine, Emergency Medical Technician and Disaster management training institute in India having its headquarters in Kerala-India. Its international operation is managed by the Executive Office in Troy, Pennsylvania, USA. It has a group of dedicated Healthcare Consultants, Instructors and Specialists from USA, Europe and India working together for the advancement of Emergency Medicine, Emergency Medical services and Disaster management for the people of India.
Job Profile
· Screening Calls.

· Schedule and coordinate meetings, appointments and travel arrangements.

· Prepare and modify documents including correspondence, reports, drafts, memos and emails.

· Preparing meeting minutes, meeting notes and internal support materials.
· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management.
· Training and supervising other support staff and Customer relations.
Organization    : Ovalion 
Designation      : Office Assistant (Part Time)
Duration           :  21 July 2008 – 22 December 2010 (2.5 Years)
Company Profile
                   Ovalion is a world class software development and Human Resource company established in 2004. Its Operational head quarters and development center is Kochi-India and branches all around the world ensuring its global presence and commitments to the customers.

Educational Qualification
· MBA specialized in HR from Annamalai University, Tamil Nadu – 2013.
· BA English from M.G University, Kerala – 2011.
· 12th from Board of Kerala– 2008.

· 10th from Board of Kerala– 2006.
Computer Proficiency

             Operating System

·  MS windows, Windows xp, Windows 7.
             Other Softwares

MS Office (MS word, MS excel, Power Point), MS Outlook
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