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ADMINISTRATION MANAGER                                                                                                   
PROFESSIONAL OBJECTIVES
I expect to associate myself with a professionally driven, well-respected organization by pursuing a challenging, responsible, dynamic and rewarding career and applying my academic knowledge, expertise, skills and enthusiasm. This will assist my career development and contribute effectively to the progress of the organization and the society as well.

EDUCATION
Master of Business Administration (MBA) - Marketing & Finance University of Bangalore, 2011
Bachelor of Commerce (B.Com) Mahatma Gandhi University, 2009
TRAINING AND CERTIFICATION
LCCI soft skills

NIS Skills enhancing course

Micro Specialization Domain Skills Programme - 'Branding and Advertising'

Leadership Training 

Entrepreneurship Awareness Course
COMPUTER SKILLS 

Operating System:  Windows (All user level), Linux, MAC OS.
Office Tools            : Microsoft Word, PowerPoint, Excel.
LANGUAGES KNOWN
English, Hindi, Tamil, Malayalam and Arabic (Read and writing)

SKILLS AND ABILITIES
·    A motivated, energetic and outgoing individual.
· Willingness to learn, well organized, action and result -oriented.

· Capable of working independently with minimal supervision. 
· Problem solving skills, planning skills computer literacy, with word processing skills. 
· Tolerant, helpful and friendly.
· Excellent interpersonal skills
· An excellent team player and Good interpersonal and communication skill and ability to deal                                                     with people diplomatically.
EXPERIENCE
Sep 2011 – May 2012

Office Administrator / HR Assistant

Motors Private ltd.  Calicut

Responsibilities

· Provide current and prospective employees with information about policies, job duties, working conditions, wages, and opportunities for promotion and employee benefits.
· Identify staff vacancies and recruit, interview and select applicants.
· Type correspondence, memos, surveys, payment vouchers, position codes, and other materials. arrange format and content for effective presentation of information
· Establish and maintain computer records, including recruitment files and tests, general files and other information on sick leave, payroll, vacation pay, attendance cards, and hourly time records; maintain confidential employee information and records.

· Prepare recruitment and selection materials as well as application packets and new employee orientation packets.
· Perform related duties and responsibilities as required.
· Ensure office cleanliness and Good work environment and guest management.
· Facilitate and assist new hire.
June 2012 – Feb 2013
Administration Manager and HR Executive

Peace International School, Cochin

Responsibilities

· Review and approve new programs, or recommend modifications to existing programs, submitting program proposals for school board approval as necessary.
· Direct and coordinate school maintenance services and the use of school facilities.
· Confer with parents and staff to discuss educational activities, policies, and student behavioral or learning problems.
· Organize and direct committees of specialists, volunteers, and staff to provide technical and advisory assistance for programs.
· Recruit, hire, train, and evaluate primary and supplemental staff.
· Direct and coordinate activities of teachers, administrators, and support staff at schools, public agencies, and institutions.
· Determine allocations of funds for staff, supplies, materials, and equipment, and authorize purchases.
· Advocate for new schools to be built, or for existing facilities to be repaired or remodeled.

· Enforce discipline and attendance rules.
· Counsel and provide guidance to students regarding personal, academic, vocational, or behavioral issues.
· Observe teaching methods and examine learning materials in order to evaluate and standardize curricula and teaching techniques, and to determine areas where improvement is needed.

PERSONAL INFORMATION
	Date of birth 
	09.02.1988

	Gender
	Male

	Marital status
	Single

	Nationality
	Indian

	
	

	Languages Known
	English , Hindi ,Tamil and Malayalam


