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A multi-skilled professional having three and half years hand on experience in Human Resource Management, Administration and Business Development with good all-round HR skills, extensive knowledge of working practices, recruitment, Office Management, conditions of employment and diversity issues. 
SYNOPSIS

· Lately performed as the in charge of Vehicle and Insurance section and the HR coordinator of TRIVENI MONITORING SECTION at Kerala State Co-operative Consumer’s Federation Ltd, Cochin, Kerala, India. 
· Formerly associated with Anugraha Hospital& Laboratory, Kollam, Kerala, India as Administrative Officer.
· Freelance experience in Business Development and Marketing of Newspaper Media and performed a crucial role in starting of an advertising agency for the Newspaper.

· Worked with senior management to fix incentive schemes, recruit employees and training them.  
· Handled Secretarial Position like Drafting and handling documents and records, attending Phone calls, Co ordinate events, Database Management Administration etc.
· Extensive background in HR generalist affairs, including experience in content management systems, organizing and storing paperwork, documents and computer based information, HR records management etc.
KEY SKILLS

· HR Policies and Procedures

· Training and development

· Performance Management

· Office Management
· Flexible and Detail Oriented
· Database Administration
· Business Development
· Strong communication skills

· MS Office, Photoshop
· Sales Promotion
CAREER SCAN

March 2015 – August 2015: Freelance Job done to start a New Newspaper brand Navanadam 
· Assisted to achieve the license and started publishing the newspaper brand Navanadam.
· Handled the operations for marketing of the brand and performed a crucial role in starting of an advertising agency for the Newspaper.
· Helped to establish a distribution channel and resulted in increased sales of one lakh copies.
· Recruited staffs for the Initial operations and handled the Administration.   
Nov 2012 – March 2015: Vehicle section in charge and HR Coordinator -at Kerala state Cooperative Consumer’s Federation Ltd, Cochin
· Vehicle section in charge of 216 vehicles of the organization.
· Additional charge as the HR coordinator of TRIVENI MONITORING SECTION which monitor the operations of Trivandrum, Kollam and Thrissur regional offices.

· Successfully organized a training program for the drivers and vehicle section staff of KSCCF LTD. 

· Performed yearly and half yearly stock verifications of Cosmetic and Grocery warehouses of the company.

· Fixed an incentive scheme for the employees of TRIVENI mega marts, supermarkets and shops all over Kerala which resulted in sales growth.
· Handled the operations of vehicle Section like Vehicle Database Administration, accepting quotations from suppliers, Purchasing vehicles, Records keeping and updating, Coordinating meetings and so on.

May 2012- Nov 2012: Administration Officer at Anugraha Hospital& Laboratory, Kollam
· Created and prepared paperwork for staff, tracked attendances, recorded personal and vacation time and notified of all leaves of absence on a weekly basis.
· Performed filing, data management, drafting and editing short office memos.

· Assisted with all other office administrative duties.

·  Perform other related duties like handling the public relation department.   
ACADEMIC & CREDENTIALS

· MBA in Human Resource & Marketing from AJ Institute of management, Mangalore, Mangalore University in 2012 with 1st class (62.52%).

· B.A. in English Literature from Fatima Mata National College, Kollam, Kerala University in 2010 with 1st class (61%).

· 12th from St. Goretti HSS, Kollam, 2007 with distinction (81.4%).

ACADEMIC ACHIEVEMENTS

· Winner of the elocution competition organized by Corporate Bank on the topic “Prevention of Corruption in the Corporate Sector”.
· 1st   and 2nd prize winner of HR events in the intra college fests conducted by AJ institute of Management in 2011 and 2012.

· Won scholarship from FATIMA MATA NATIONAL COLLEGE, Kollam for securing top position in the university examination.

PERSONAL SNIPPETS 
Date of Birth    : 9th January, 1989
Gender            : Male
Marital Status  : Married
Languages known : English, Malayalam, Hindi
Hobbies           : Reading books, Chess     Visa Status            : Visit Visa
Nationality             : Indian       
DECLARATION
I hereby declare that the information furnished above is true to the best of my knowledge and belief

Place: Dubai                                                                                               sd/ 

Date: 02/11/2015                                                                            

