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Objective

To be a part of a fast growing professional set up where I can utilize my profile skills and technology proficiency, in order to help the organization develop best administration and HR practices and enhance my career. My previous employment background has enabled me to develop strong teamwork skills and also the ability to work productively and conscientiously on projects designated to me alone.
Professional Experience 

7 years of industry experience in field of office administration. Gained expertise in office administration, business development and HR. I am able to contribute to services defined under the following functional heads 



Office administration.



Recruitment.



HR functions. 



Sales coordination. 



Documentation. 
Academic Qualification


           Bachelors of computer applications, Bangalore University, Bangalore, India - 2005
Other Recognitions



Pre degree, science stream, Calicut University 




Secondary school leaving certificate, Kerala state government board, Kerala 




Swift India certification, NIIT 


Certificate for merit for academic excellence, school level, 
Aligarh Muslim University


Employment History 

Job title    : Business development manager 
EDROOTS international is the one of the leading overseas educational and career consultants in south India, having branches in Bangalore and Kerala.  

· Management the complete recruitment cycle for sourcing the best talent from diverse sources after indication of manpower requirements.
· Generating yearly recruitment, advertisement, and infrastructure budgets based on the project    requirements.

· Creating an effective sourcing network to ensure regular availability of candidates.

· Giving proper guidance to achieve the better result on marketing such as events , media  etc ...

· Creating organizational chart, preparing job description, visa processing, grading. 

TRAVELS
  Manjeri / Mumbai, India 

Duration    : 2012 January - 2013 November 
Job title     : Office Administration Manager 

JEDDAH TOURS AND TRAVELS, Manjeri is the IATA approved travel agency with RA (Recruiting Agency) license by Indian ministry, having more than 12 branch offices across India and 5 offices in KSA.

· Designing compensation package for all level of employees in the company based on the salary survey conducted in the region for identical industries and prevailing market trends.

· Responsible for preparing monthly pay - roll    

· Final approval of payments and bills prepared by the chief accountant. 

· Posting and approving advertisements for manpower requirements.

· Counseling the employees on the interpretation of policies and procedures to ensure that harmonious relationships and effective communications are maintained between management and staff. 

· Establishing a smooth communication and transaction method between the head office and the branch offices, there by the management can easily watch the business.

· Monitoring and following the rules and regulations updating by IATA, BSP, and RA.

· Renewing of bank guarantee to the various airline companies.

· Negotiating with the airline managers for a better profit.

· Interact between the customer issues to the satisfaction.

AL KAMIL ITC





             Perinthalmanna, India 

Duration   : 2008 August - 2011 March 

Job Title   : Office administrator 

· Evaluating job applications.

· Checking the university / certification bodies circulars and make the institution ready for the exact eligibility to conduct courses and examinations .Builds a channel between the able candidates to the HRs of the companies for their internships and placements.

· Salary pay - roll, fortnight account verification. 

· Coordinating the advertisement and promotional programs.
· Conducting meetings of employees to the directors. 
IIHT Mannarkkad Mannarkkad / Bangalore, India 

Duration     : 2006January - 2008 May            

Job Title     :  Center Coordinator     

· Coordinates placement cell 

· Applying executing the updates related to the various international certifications.

· Establishing the student - management - industry relations.

· Attend the queries from customers through telephone, offline and online. 



· Prepare the daily list of process we handled. 


Personal details
Date of birth


: 20th May 1981 

Nationality


: Indian 

Driving License

: Indian 

Languages known

: English, Hindi, Malayalam, Tamil, Kannada 



I, hereby declare that all the details furnished above are true to the best of my knowledge.

