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CURRICULAM VITAE


John 
D.O.B: 20/11/1984

E-mail: john.380532@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
Marital status: Married

Nationality: Indian


To manage multiple tasks with an emphasis on retaining quality standards and obtain a challenging position in an organization that enables me to put my knowledge for the achievement of organizational objectives


EMPLOYMENT DETAILS


	Star Printing Company, Riyadh KSA
	October 2013 to till date

	Job Title: Admin Manager(Marketing & HR)
	


· Liason between senior management and clients. Clients include, Mac Donald's, Al Jomaiah Bottling ( Pepsi)
· In charge of the logistics department and ensure all the finished goods reach the customers on time.
· Arrange the necessary documents like Invoice , PO etc are attached.
Marketing

· Handling General customers and presenting the various products offered along with the cost and estimation so that a successful deal is closed.
· Prepare Quotes and to make sure they are send on time followed by calls to the customer.
· Continuous follow up for more orders.
HR & Admin


· Arrange and conduct interviews all levels
· Review, update and maintains proper filing of insurance policy, HR handbook, company doctors’ list, performance appraisal form and training schedule
· Assist Accountant in planning and preparing annual headcount report and updating the organization chart
· Introducing New policies for labour welfare and enforcing them
· Renewal of Iqama of all the staffs and ensuring they are done without any penalty
Recruitment

· Liason with various Foreign embassies and do the necessary documentation for the recruitment, labor issues etc.
· Ensure the processing of these documents are correct and file to the embassy for final approval
· Screen the profiles and short list the candidates for final interview with GM
· Arrange the transit of the candidates from abroad and till the joining at the company

	HDFC Standard Life Ltd, Kochi, India
	May 2012 to October 2013

	Job Title: Associate HR Manager
	


· Training Coordination for existing and newly joined staff
· Conduct the Induction programs for the new joiners
· Raise the necessary Transfer of internal staff as per the requirement
	Muthoot Fincorp Ltd, Kochi, India
	October 2009 to May 2012

	Job Title: Regional HR
	


· Managing the complete recruitment life-cycle for sourcing the best talent from diverse sources after identification of manpower requirements
· Preparation of the monthly staffing report which serves as a platform to study and take steps to bridge the gap.
· To participate in yearly performance appraisal assessing and evaluation process through appraisal form system.
	Direct Edge Consultancy Services Pvt Ltd
	May 2008 to October 2009

	Job Title: HR Consultant
	


· Acts as internal consultant by analyzing & recommending solutions to human resource issues relating to the assigned program or section area
· Advises management on the formulation and policies for human resource activities
· Work aggressively to achieve the targets allocated within the timeframe
ACADEMIC BACKGROUND


	SL.NO
	Course
	University/ Board
	Year of Completion

	
	
	
	

	1
	MBA(Marketing& HR)
	Anna University
	2008

	
	
	Chennai,India
	

	
	
	
	

	2
	B.com
	MG University,
	2005

	
	
	Kottayam, India
	

	
	
	
	

	3
	XII
	International Indian
	2002

	
	
	School Riyadh, KSA
	

	
	
	
	



SOFTWARE SKILLS


Applications – MS office applications, MS Word, MS Excel, Internet applications, email and internet based

Research & Basic networking knowledge

LANGUAGE PROFICIENCY


English, Hindi, Tamil, Malayalam & Arabic


