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CAREER SUMMARY 
· Dedicated and energetic HR coordinator,PRO with administration officer with 6+ years of progressive experience (U.A.E) in administration, HR process, administering payrolls.
· Skilled in making critical decisions during challenges, dependable and organized team player with the ability to communicate effectively and efficiently.
· Adaptable and transformational leader with an ability to work independently and developing opportunities that further establish organizational goals.

 SKILLS
Microsoft Office applications (Excel, Word, Power Point, Outlook),HTML, e-commerce, Accounting software PC Clerk, Nepton, Tally, Arabic and English Typing skill, Digital Marketing, valued UAE Driving license. 
WORK EXPERIENCE
HR COORDINATOR  WITH PRO ASSISTANT	Jul 2015 – Aug 2021
 Firetech  Security & Safety Equip  LLC (Civil Defense A+ Certification)                   Sharjah, UAE
· To provide immigration and labor procedures of the employees and civil defense procedures of the company.
· In performing their duties, coordinate oversee issues related to employment, compensation, labor negotiations, and employee relations.
· Maintains office records, tabulates information, and tracks records
· Compile and update employee records (hard and soft copies).
· Process documentation and prepare reports relating to personnel activities 
· Preparing Bill of Quantities (BOQ) ,Cost Estimation and Quotations
Business development manager	Jun 2011 – Jun 2015
Mas Traders (tea Merchant) (member of tea board of India)                                       Kerala, India
· Distributing the tea dust to different markets in south India 
· Visiting existing customers building and maintaining good relationship with them.
· Manage to all administration and tasks
· Prepare quotations and invoices
Sales Manager	Feb 2008 – May 2011
Palm computer networks and Maint.                                                                            Abu Dhabi, UAE
·  Recognize the needs of the consumer and provide detailed information to the consumer about the technical specifications of the computer hardware/ software offered by the company 
· Advises customers on technical matters and recommends appropriate computer configurations.
· Investigates new items and makes recommendations for purchasing products.
· Maintaining and developing relationships with new and existing customers via meetings, telephone calls and emails by consistently providing a proactive added value services.

Business development executive	Jun 2005 - Jan 2008
Mas Traders (tea Merchant) (member of tea board of India)	       Kerala, India
· Responsible for driving sales by sourcing new clients, and by convincing existing clients to purchase added offerings.
· Prepare quotations and invoices

Customer service officer (Baccassurence & Alliances)  	Nov 2004 - May 2005
ICICI Prudential life insurance company Ltd	          Kerala, India
· Responsible for the Sales of ICICI unit-linked insurance plan product through the Federal Bank in Palakkad District of Kerala
· calling with clients to convey for meeting
· give presentation to the clients
· guess need of clients that which plan to be give to the clients
· working in bank also in operations
· meet with clients to convey for meeting
· presents the brochures and convey the plans as per need
ACCADAMIC EDUCATION
· Master of International Business                                                                             (2001-2003)
Bharathiyar University, Tamil Nadu, India
· Bachelor of Arts. English and History (Double Main)                                             (1998-2001)
Calicut University, Kerala, India
ONLINE QUALIFICATION
Fire inspectors course module 1 (specialized: Fire safety inspections)                           2020
  International Labour organization, Geneva, Switzerland
Fire inspector course module 2 (specialized: Emergency action plan)                            2020
  International Labour organization, Geneva, Switzerland
TRAINING CERTIFICATES
Basic fire safety awareness training. Level-1                                                              2017
  Profire safety consultant, sharjah, UAE

PERSONAL INFORMATION
Nationality	: Indian
Sex	: Male
Visa	: visiting Visa (valued until 18/11/2021)
Languages	: English, Arabic, Hindi, Malayalam, Tamil

REFERENCES - Available on request
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