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CAREER OBJECTIVE
To work in an organization that allows maximum utilization of my skills to assist the organization in achieving their development objective along with providing me a platform to learn and betterment of me as a person.
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PROFESSIONAL EXPERIENCE
	 AUGUST 2007 – MARCH 2010 :
	HR Executive

	
	
	Contracting LLC, Dubai, UAE.

	Company Industry
	:
	Construction

	Job Role
	:
	Human Resources/Recruitment


· Monitoring all the HR activities and reporting to the HR Manager. 
· Played a key role in recruitment process for the company. 
· Recruited the best candidates according to the company's requirement in accordance to their experience and qualifications. 
· The selection of candidates from face to face interview and even from reputed recruitment agencies from local& abroad. 
· Placed the right candidate to the right job. 
· Ensured whether the accommodation and transport facilities are Satisfactory to each employee & maintained a file or a track record of individuals in the organization. 
· Solves if there is any problems or issues occur with the employees and take a favorable decision for it. 
· Checks Leave eligibility and arrange their benefits when they go for annual leave. 
· Inform each worker any document is about to expire and starts renewal process. 
	 APRIL 2010 –FEBRUARY 2012 :
	HR Officer

	
	
	Golden Swan Group, Dubai, UAE

	Company Industry
	:
	Diversified Business

	Job Role
	:
	Human Resources


· Responsible for all functions in the HR Department. 
· Conduct Recruitment depending upon the necessary for workers to the Organization. 
Visa processing, Arrangement for medical checkup for workers joined to the company. 
· Work Permit Application ,Contract Signing and setting up accommodation of employees. 
· Company Vehicles registration and renewal and monitoring any fines or penalties are there. 
· Trade License renewal and updating. 
· Knowledge on Labour and Municipality Laws. 
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Regulating the workers annual leaves and benefits. 
· Coordinating with the projects how much of Labour Force is required and regulating it. 
· Follow up all the documents of the company in right time not to fall into any fines. 
· Solves all the problems of workers and find a solution that is favorable to the Company. 
	 MAY 2012-PRESENT
	:
	SHOW ROOM ADMINISTRATOR

	
	
	Sharjah Electronics, Al Ain, UAE

	Company Industry
	:
	Consumer Electronics

	Job Role
	:
	Wholesale&Retail


· Recruited, hired and trained new sales representatives. 
· Manage and supervises entire outdoor department including sales,customer service and bill collection. 
· Identify, acquire and develop new business opportunities. 
· Build strong customer base for new branch of established business in a highly competitive market and maintained excellent client retention rate. 
· Managed accounts payable and receivable accounts and maintained low bad debt ratio,possess excellent collection ability. 
· Develop and grow relationships with current clients by maintaining regular contact and communication,including mid season end of season reviews. 
· Developed, and maintained all aspects of business accountancy, marketing, and data processing of company. 
· Makes after Sales service with the customer about the product whether in case of any technical problem and warranty regarding the product. 
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ACADEMIC RECORDS
Master of Business Administration (MBA) in Finance (2006-08), from MANIPAL UNIVERSITY, Dubai, UAE
GPA: 3 out of 4
Bachelor in Commerce (B.com) (2002-05) from CHMM College for Advanced Studies, affiliated to Kerala University, Kerala.
Percentage – 60%
All India Secondary School Certificate in Commerce (2000-02) from Indian School Al Ain, affiliated to CBSE, India.
Percentage –60 %
Secondary School Certificate (2000), from New Indian Model School, Al Ain-UAE affiliated to Kerala State Board.
Percentage –59 %
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OTHER QUALIFICATIONS
· DCFA  (Diploma in Computerized Financial Accounting) 
· MS OFFICE 
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COMPUTER PROFICIENCY
· Working knowledge of Internet 
· MS office Package 
· Tally 7.5 
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PROFESSIONAL AND ACEDAMIC ACTIVEMENTS
· Actively participated in Sports, Debates, Inter college management meets Social activities. 
· Volunteered for organizing Inter college fest. 
· Participated as a member of cleanness committee in the higher secondary. 
· Out bound Training. 
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PERSONAL MEMORANDUM
Date of Birth
: 25 August, 1983
Marital Status
: Married
Visa Status
: Employment Visa (Transferable)
Nationality
: Indian
Hobbies
: Music, Driving,Travelling, Movies
Driving License
: Valid U.A.E Driving License
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LINGUISTIC CAPABILITIES
· English ( Speak, Read ,Write) 
· Malayalam ( Speak, Read ,Write) 
· Hindi(Speak, Read ,Write) 
· Arabic(Speak, Read ,Write) 
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PERSONAL ATTRIBUTES
Strengths:
Team Worker with Leadership Qualities
Good Communication Skills
Strong Analytical and Interpretive Thought Pattern
Achievements: Has attended Nokia Group Training and won Prize for quiz conducted based on product. Attained Bonuses for numerous special event sales.
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DECLARATION
The above details are true and correct in the best of my Knowledge and belief. I Promise to render satisfactory services with loyalty and devotion if I am appointed in your esteemed organizations.
