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Email: raju.60814@2freemail.com 
Academic:
BSc (LLB Degree)

University of Kerala

BSc ( Science Degree)Botany.

University of Kerala

Professional Certification
Diploma in Administrative Law

University of Kerala

Professional Experiences: 
Employer

: Royal For Petroleum Trading & Contracting.
Duration 

: January 2015 to October 31st 2015.


Designation 

: Manager - HR & ADMIN
· Administration – Updating of employee records, maintaining organizational charts, updating spreadsheets, drafting internal communications, filling, processing medical claims and assistance with joining formalities.

· Training and development across the Organisation.

· Projects – Assisting the team in coordination of HR project work.

· Overall management of Admin activities.

· Coordinating with Parent Company and arrange for all day today activities
· Recruitment of New employees to the Company by the consultation with Chairman and Deputy Managing Director.
Professional Experiences: 
Employer

: GS Engineering & Construction corp.

Duration 

: July 2013 to 29th December 2014

Project/Client
: Inter Refineries Pipeline Project 2

Takreer Client and Tebodine PMC.

Designation 

: Asst Manager Admin / HR 

Responsibilities
:
· Recruitment and Training process as per management criteria.

· Ensuring the implementation and adherence of various policies, processes and system across the organization.

· Support the HR Manager on the roll out and implementation of Performance Management process.

· Develop a good working relationship with Other departments and all employees.
· Accommodation arrangements and monitoring the flow of Staff and workers in various sites.

· Invoices Checking and request for Payment.

· Negotiating with Vendors and Rental Companies for Vehicles and for other utilities.

· Hotel Booking and arranging accommodation for Koreans and Global staff.

· Controlling all sites including Ruwais,MadinaZayed& Alain.
· Organising meetings and induction for newcomers.

Professional Experiences: 
Employer

: Al Hassan Engineering Company Abudhabi  LLC

Duration 

: April 2012 to April 2013.


                          (Takreer Oil Terminal at Hamriya Free Zone Sharjah)

Project/Client
: Adnoc- Takreer Oil Terminal at HFZ Sharjah.

Designation 

: Sr. Admin / HR Executive

Responsibilities
:

· Managing and controlling all admin related issues such as office administration, camp management transport arrangement for staff and workers

· Handling all HR related works, such as preparing offer letters, Memos, Increment letters, Warnings, Deduction, Terminations, Job completion etc.
· Attending and explaining the workshops conducted by the HFZ authority

· Receiving Materials from outside and sending materials outside.
· Supervision of the accommodation of employees, supply of food, medical facilities, etc
Professional Experiences: 
Employer

: Al Hassan Engineering Company Abudhabi  LLC

Duration 

: February 2011 – April 2012


                          (ASAB Gasco Project & Siemens Project Ruwais)

Project/Client
: Project Office

Designation 

: Sr. Admin / HR Executive

Responsibilities
:

· Managing and controlling all admin related issues such as office administration, camp management transport arrangement for staff and workers.
· Making travel arrangements for newly recruited and terminated employee
· Preparing & updating data, in personal file for all staff & Workers.

· To Fulfill, comply with and adopt all statutory requirements of the government of UAE in terms of identifying, inducting, training and development of staff & workers.
Professional Experiences: 
Employer

: Al Hassan Engineering Company Dubai LLC

Duration 

: February 2009 – Jan 2011

Project/Client
: Project Office

Designation 

: HR Executive

Responsibilities
:

· Handling all HR related works, such as preparing offer letters, Memos, Increment letters, Warnings, Deduction, Terminations, Job completion etc.
· Arranging medical Checkup of the employees for visa stamping.
· To Fulfill, comply with and adopt all statutory requirements of the government of UAE in terms of identifying, inducting, training and development of staff & workers.

· Transport Coordinating in site & for staff. Overall fleet arrangements
Employer

:  Shimizu Corporation
Duration 

:  October 2007 – October 2008

Project/Client
:  RTA Project, No. 8 Interchange Sheik Zayed Road Dubai
Designation 

:  Administrative Manager/HR Coordinator
Responsibilities
:
· Managing office staff and assigning duties

· Assigning daily vehicle schedule for drivers and transport Scheduling for managers to their accommodation and sites.

· Checking the invoices of rental vehicles .Labour management coordination and giving directions to camp management. 

· Recruiting workers as per the requirement getting from site and advertise the vacancies for the easy and apt candidate.

· Applying for Workmen's compensation and other insurance matters for workers and vehicles.
· Approvals of Drivers time sheet prepared and checked by time keepers.

· Communicating with Police Department, Municipality, and clinic for the purpose of any Death of workers.

· Other HR and government relations related works (coordinating with typing sections for the visa matters, taking workers for medical checkup, coordinating with PRO)

· Project Co ordination to better productivity.
Employer

:  Season Paint LLC
Duration 

:  January 2006 – June 2007
Project/Client
:  Dubai Development Board & PDW
Designation 

:  Project Coordinator
Responsibilities
:
· Analyzing day today progress of sites and citing programs to stick to the Schedule Co-ordination with consultants and Engineers Representing the company in various meetings. 
· Managing and arranging man power and materials for various Site Stock management and projects costing Drafting Correspondace Interaction with employees.
Employer 

:  Yara Building Materials
Duration 

:  October 2005 – December 2005
Project/Client
:  Distributor of Stainless Steel Sheets
Designation 

:  Administrative Manager/HR Coordinator
Responsibilities
:
· Preparing invoice and checking the materials which is to be sold for the customer, 

· Checking the daily attendance of the staff and controlling office, admin related work etc.
Personal Profile:

Date of Birth 

:   24.11.1973

Place of Birth

:   Karickom

Nationality

:   Indian

Civil Status

:   Married

Language

:   English,Hindi,Malayalam,Tamil

