CURRICULUM – VITAE

CAREER OBJECTIVES                                                  Cell   +91 8178282424
To handle a challenging role in the fast growing organization, the job

should provide a good growth potential and wide exposure to the latest technologies with great valve addition fully utilizing my skills and abilities. Intend to build my career in corporate world by enhancing and utilizing all any skills & become the core part of organization. To achieve expertise and growth professionally thorough continuous learning with best use of knowledge & management skills.

Transferring all the knowledge that I have gain into hard work use my capabilities to maximum for the company that I work and set an inspiring standard.

QUALIFICATION

· Pursuing MBA in HR Management (4th Semester) from IGNOU.
· Diploma In management from IGNOU.
· Post Graduate Diploma in Computer Application from St. Antony’s Collage of Computer Science, Kanjrallay, Kerala.
· Degree from Mahatma Gandhi University, Kerala.
WORK EXPERIENCE (Total 12.3 Years)

Out of country experience -16 Months in Muscat Oman
1. Employer: York Recruitment

a. Designation: Branch Manager (Mumbai)

b. END TO END PROCESS OF OVERSEAS RECRUITMENT

c. Duration: 2016 June to Till Date
2. Employer: Alpha Oman LLC- Muscat Oman (R K Shah Projects Pvt. Ltd).
a. Designation: HR Executive

b. Responsibilities

AS AN HR EXE

· Manage all aspects of interviewing and hiring of potential employees.
· Maintain a safe, comfortable, and respectable working environment for staff.
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· Assist HRM for plan and manage recruitment and selection of staff
· Conduct new employee orientation
· identify and manage training and development needs for employees
· Conduct exit interviews
· maintain the employee database
· Assisting with HRM in the development of human resource procedures and policies.
· Administering the probationary review time periods.
c. Duration: 2014 May to 2015 September.

3. Employer: R K Shah Projects Pvt. Ltd. Surat, Gujarat, India

a. Designation :HR Manager/ System Administrator
b. Responsibilities
· Manage all aspects of interviewing and hiring of potential employees.
· Manage all aspects of the Human Resource Department
· Maintain a safe, comfortable, and respectable working environment for staff.
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1) plan and manage recruitment and selection of staff
2) plan and conduct new employee orientation
3) identify and manage training and development needs for employees
4) develop and implement human resources policies and procedures
5) administer HR policies and procedures
6) handle employee complaints, grievances and disputes
7) administer employee discipline processes
8) conduct exit interviews
9) review and update employee rules and regulations
10) maintain the human resource information system and employee database
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· Control and maintain 2007 Server as a System Administrator
· OS Familiar with up to Windows 8.
c. Duration: December 2010 to 2014 April  (40 Months)
4. Employer: R K Shah Projects Pvt. Ltd. Surat, Gujarat, India

a. Designation: Administrator/ Ast. Manager (HR)
b.  Responsibilities
· Assist all aspects of interviewing and hiring of potential employees.
· Assist all aspects of the Human Resource Department.
· Assist for preparing Purchase Orders/ Work Orders.
· Maintain records of all important letters inwards/ outwards from/ to consultants, clients, contractors and supplier.
· Install new / rebuild existing server and configure hardware, services, settings, directories, storage, etc. in accordance with standards and project/operational requirements.
c. Duration: November2007 to December 2010. ( 37 Months)
5. Employer: R K Shah Projects Pvt. Ltd. Surat, Gujarat, India

a. Designation: Assist. Administrator/ EDP in Charge
b. Responsibilities

· Assist all aspects of interviewing and hiring of potential employees.
· Assist all aspects of the Human Resource Department.
· Assist for preparing Purchase Orders/ Work Orders of clients and sub contractors.
· Maintain records of all important letters inwards/ outwards from/ to consultants, clients, contractors and supplier.
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
Prepare Purchase Orders/ Work Orders and monitor the terms and conditions of the same of all suppliers/ contractors.

· Ensure payments to suppliers/ contractors after scrutinizing all relative documents such as requisition for payments, purchase orders, duly signed chellans, quality and quantity of materials.
· Submit and follow up for approvals of drawings reports and other documents.
· Maintain records of all important letters inwards/ outwards from/ to consultants, clients, contractors and suppliers.
· Make clear for all formalities of tender submission (Tender Study, Preparing Bill of Quantity, on line tender submission with relevant documents, making all tender documents for tender subm2ission-on line and physical).
· Studying important tender clauses before preparing BOQ.
c. Duration: November 2006 to October2007 (12 Months)
SKILLS

· Ability to work hard ,Fast grasping power
· Ability to work without supervision, as well as co-operatively. As a good team Member.
· Confidence to face new ventures
· Ability to mixing with people and good Communication.
· My attitudes is always Positive, Encouraging, Supporting to my colleagues, sincere towards work and be hospitalizing to others.
· Adjust quickly to a new environment
COMPUTER PROFICIENCY

· MS office 2003-2012
· Knowledge in Computer Hardware and software.
· Worked with Server 2007
· Familiar in computer Networking and Internet.
· Knowledge in Auto-CAD 2004-2010
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	ACADEMIC PROFILE
	

	
	
	
	
	

	SRNO
	QUALIFICATION
	NAME OF  INSTITUTE

	
	
	
	
	

	01.
	
	MBA in HR
	Indira Gandhi National Open University

	
	
	
	

	
	
	
	

	*
	
	Diploma In Management
	Indira Gandhi National Open University

	
	
	
	

	02.
	
	Post Graduate Diploma
	St. Antony’s Collage of Computer Science,

	
	
	in Computer Application
	Kanjirapally, Kottayam Dist, Keraka

	
	
	
	

	
	
	
	
	

	03.
	
	BSc. Mathematics
	St. Thomas Collage, Pala, Kottayam Dist.,

	
	
	
	Kerala

	
	
	
	
	

	
	
	
	
	

	04.
	
	Pre Degree
	St.    Dominic’s   Collage,    Kanjirapally,

	
	
	
	Kottayam Dist., Keraka

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	St. Joseph’s High School, Pala, Kottayam



5. SSLC

Dist., Kerala


MBA PAPERS APPEARED AND RESULT


Course

SrNo
Subject title

Code


	01.
	MS 01
	Management Functions and Behavior

	
	
	Management of Human Resources

	02.
	MS 02
	

	
	
	Economic and Social Environment

	03.
	MS 03
	

	
	
	Accounting and Finance for Managers

	04.
	MS 04
	

	
	
	Management of Machines and Materials

	05.
	MS 05
	

	
	
	Marketing for Managers

	06.
	MS 06
	

	
	
	Information Systems for Managers

	07.
	MS 07
	

	
	
	Quantitative Analysis for Managerial Applications

	08.
	MS 08
	

	
	
	Advanced Strategic Management

	09.
	MS 91
	

	
	
	






GRADE


Doing 4th Sem.


65%


66%


48.5%


50%


70%


Overall

Grade


C


C


B


C


C


C


B


Not

Completed


B
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	PERSONAL DETAILS
	

	
	Name
	
	

	
	
	VIPIN P NAIR
	

	
	Email
	

	
	
	nrvipn@gmail.com
	

	
	
	
	
	
	

	
	Cell   +91 81782 82424,73569  64699
	

	
	Personal Profile
	

	
	
	Date of Birth
	:  25/05/1980

	
	
	Gender
	:  Male

	
	
	Marital Status
	:  Married

	
	
	Languages Known
	:  English, Hindi, and Malayalam

	
	
	Permanent Address
	: Ampattu House, Elikulam P.O, Pala, Kottayam, Kerala.

	
	
	
	
	
	
	India

	
	
	Present Address
	: Ampattu House, Elikulam P.O, Pala, Kottayam, Kerala.

	
	Passport Details
	

	
	
	
	
	

	
	
	Passport No.
	: M2924231

	
	
	Date of Issue
	: 20/11/2014

	
	
	Date of Expiry
	: 19/11/2024

	
	Salary
	

	
	
	Present CTC
	:

	
	
	Expected CTC
	:

	
	
	Total Experience
	: 13.5 Years


Expectation that my good work engage your company. Sincerely devote myself for collecting experience and to be gainful for your company by my side efforts to satisfy your respective officers and your staff.

I solemnly declare that all information and details are correct with the best of my knowledge.

Date:
Yours Truly

Place: Pala

(VIPIN NAIR)


