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· A dynamic professional with over 11 years of experience in HR & Administration entailing liaison / co-ordination, people management, documentation, recruitment, vendor management etc. 
· Presently employed as Head of Department- Administration with Sai Service Station Ltd., Cochin Kerala in India.
· An out-of-the-box thinker committed towards the growth of people within the organisation. Skilled in handling large workforces, maintaining peaceful & amicable work environment and initiating measures for the benefit of people in the organisation.

· Effective communicator with good interpersonal & relationship management skills and hands on experience in training and development of subordinates.  



EXPERSTISE SPECIALITY
· Devising and successfully executing day-to-day operational and administrative tasks. Responsible for strategic utilisation and deployment of available resources to achieve the objectives.
· Recruitment of personnel and providing training and documentation of employee details

· CTC calculation

CAREER CURVE
Since May 2010 as HOD – Administration 
The Role

· Documentation of all contracts of the company and employee files
· Responsible for handling lease, rental  ,contractors agreement 

· Handling performance appraisal of Departments & Personnel

· Manpower management including Recruitment, Training & Appraisal

· Payroll management

· Inventory control 

· Responsible for handling industrial relation activities & payroll system for around thousand employees 

· Responsible for handling legal department of company 

· Responsible for handling purchase department of company 

· Responsible for  Liaisoning with all the departments related to HR & Administration for 42 branches
· Responsible of handling asset management
· Handling a range of functions like housekeeping & security, vendor / service provider co-ordination, liaison, etc.
Key Highlights

· Sharing the grievances at workplace, sorted several issues & thereby, increased the productivity of the employees.
· Maintained peaceful Industrial Relations
· Managing time keeping, attendance, leave records & salary administration.

· Taking care of PR exercises and legal activities on behalf of the organization.
· Ensuring safety measures for  working standards

· Monitoring expense factors pertaining to stationary issue & supply, electricity ,water, mobile & landlines, diesel expense
· Ensuring timely completion of  setting up of new branches within timeframe 

· Ensuring purchase, construction ,AMC quotations received are as per market rate
(From 1-05- 2006 to24-02-2010) as Manager- Registrar’s Front Office -Ministry of Corporate Affairs, SEZ, Kakkanad 
Company profile-MCA21 Mission Mode Project (MCA21) is the e-governance initiative from the Ministry of Corporate Affairs -Government of India. It is one of the 27 Mission Mode Projects of the National e-Governance Plan. The project was been implemented by Tata Consultancy Services
The Role

· Managing the Office, Negotiations, Co-coordinating with the Back office (Registrar of Companies Office) and Central support team at New Delhi.
· Sending the required consolidated reports, daily reports, etc to MCA Support team Delhi.
· Redressal of Customer grievance.
· Dealing with works relating to Registration of Companies. 
· Electronic filing of forms and all works relating to companies.
· Management of office environment, gathering, and adapting, storing and distributing information’s within the company, using information systems. 
· Providing specialized support to other departments and manager
· Providing document and telecommunication management. 
· Managing quality and cost control, ensuring that human And material resources are correctly utilized.
· Meeting with other members of management and planning for the future.
(From May 2003. To April 2006…) as Executive – Administration with Han kook Latex Private Limited, Perumabavoor 
Company profile-HANKOOK LATEX PRIVATE LIMITED, 100% subsidiary of Hankook Latex Gongup Co.Ltd., South Korea, employees approximately 150 people with wide experience in production, maintenance, quality control, and R&D
The Role

· Assist managing and evaluation of all administration activities.

· Identification and negotiating with landlord for renting of office premises and complete all necessary legal formalities in respect of agreements stamp duty, brokerage etc.

· To deal with service providers for electricity and communications such as telephone, broadband leased line generator etc and ensure smooth functioning.

· Identification of vendors for purchase, printing, stationary and other office requirement.

· Negotiation with vendor on price, quality and delivery within the approved time.

· Ensuring that the tie up and agreement with vendors are done and renewed on time basis.

· Ensure that the purchase, printing etc are done correctly and the tax and other levies are paid as per the regulation of government and other bodies.

· Adopt proper systems and documentation procedure not only to ensure that all staff are provided with required stationery but also to control wastage and misuse of such stationery.
 CREDENTIALS
· Awaiting Results of MBA specialized in HR and Finance.
· Pursuing Company Secretary course from The Institute Of Company Secretaries, New Delhi.

· Bachelors Degree in Commerce from MG University.

Trainings / Projects
· Selected for managing the MCA 21 Office at SEZ Kakkanad    

· Attended training on Business continuity and disaster recovery plan for office documents conducted by TATA CONSULTANCY SERVICES   
· Attended fire mock drills
· Conducted  employees state insurance awareness programmes
PERSONAL DOSSIER
Date of Birth


:
13.06.1982

Languages


:  
English, Hindi, Malayalam

Visa status 


:
Visit Visa

Availability to join

:
Immediately
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