CURRICULAM VITAE

Work Experience (total 6 yrs). 
1) Presently working as an Administrative Officer and supportive in Accounts Department since Dec. 2003 in San Marco Group of Company, Rashidiya, Dubai, (2+yrs).
Key job responsibilities

· Recruitment and selection of newly appointed Staffs in the Organisation.
· To prepare the chart of Orientation and Training for the newly appointed staffs.
· To complete the visa formalities of the employment staffs.
· Fixing of the wages of employees and renew the salary Increment of yearly time to time.
· Maintaining of all employees personal records.
· Maintaining all the registers like joining register, promotion register quit register etc...

· Prepare the vacation leave chart of the workers and arrange the leave facilities to them.

· Prepare the Performance Appraisal of all staffs and verifying the promotion procedure. 

· Responsible for the stationary requirements of the Organisation.
· Responsible for passing, renewal of insurance and maintenance of company vehicles.
· Fix the appointment for interview with boss and handling the customer services.
· Filling and distribution of faxes, correspondence and office document, scheduled all air travels, hotel reservation and travel plans. 

Preparation of petty cash vouchers, maintenance of purchase registers, daily preparing of the summery of sales, preparing monthly ledger report, maintaining the bank book, maintaining the registers of cash purchases and expenses, arrange 
the TT for the imports of goods from outside countries, issue the cheques for the credit parties, follow up and collection of receivable from debtors, handling the yearly stock checking .   

2) May 2001 – May 2003 DDC International (Doctors Diagnostic Centre) in Cochin, India, worked as an executive in HR Department, (2 yrs).
Key job responsibilities

· Providing efficient and effective HR Administrative support to the Management.
· Arranging training class for newly appointed staffs, organise weekly meeting with workers, rearranging of the duty schedules of field workers.

· Worked with independent and initiative during the absence of Manger.
· Office administration, preparation of monthly information report.
3) Dec-1999- May 2001 Apollo Tyres Ltd., Perambra, India worked as an office administrator, (1+yrs).
Key job responsibilities

· Responsible for maintaining of all office files, up-to-date filing and mailing.
· To arrange for the loan facilities (vehicle& housing) to the workers and staffs of the company.
· Maintaining all the registers of HR department.
· Giving permission to the college students for the study of project work in the company related of their particular subject.
· To collect all the details of special incidents which had happened in the company and also about the workers to publish the company magazine.
· Prepare of salary certificate of company workers.
· The other experiences which are mentioned above.

Objective
Seeking a challenging job in a well established organisation where I am getting a chance to prove my ability and experiences.
Personal Details

Sex                                    
   
: Male.
Date of birth                     

: 30th May 1971.
Nationality                        

: Indian.
Marital Status                    

: Married.
Educational qualification                  : Master of Industrial Relation and Personnel          

                                                                Management (M.I.R.P.M) from Nagpur 

                                                                University, INDIA.
                                                              : Master of Social Works (M.S.W) with the 

                                                                Specialisation of Labour Welfare and                                                             

                                                                Personnel Management from Nagpur 

                                                                University, INDIA.
                                                              : B.A. Economics from M.G. University

                                                                INDIA.
                                                              : English type writing (40 wpm).
Computer knowledge                         : Diploma in computer software application 

                                                                MS Office, Word, Excel etc. Good

                                                                working knowledge of Email and internet.
Languages known                              : English, Hindi, Malayalam (to read, write&
                                                               speak).
Hobbies                                               : Watching T.V, playing badminton and                                                                                                    
                                                               cricket.           
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