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JIJESH K.P
Phone: 8157947629,8921623319

E-mail: nambiarjobs@gmail.com
Jisha Nivas,

Kurumathur (po), 
Kannur, Kerala, 
PIN 670142.


OBJECTIVE
Seeking a challenging and rewarding opportunity career in a progressive organization where there is a scope for lucrative growth.
EDUCATIONAL QUALIFICATIONS
· Post Graduation in MBA (Specialized in HR),Indian School of Business Management and Administration.

.

· Diploma in Computerized Accounting.
· Graduation in B.com with computer application, Kannur University, Kerala, India.
·  Higher secondary education (Major: Commerce with computer application), Board of Higher Secondary Education, Kerala, India.

· S.S.L.C., Kurumathur Higher Secondary School, Kannur, Kerala.

TECHNICAL SKILLS
Accounting software:

· Microsoft Dynamics AX5.0              

· ERP Software                                     

· QuickBooks7.0                                  

· Peachtree                                            

· Tally                                                   

· FSM System (Fuel Supply Management System)

PROFICIENCIES

· C, C++, MS Office etc.
PROFESSIONAL EXPERIENCE

1) Working as Recruitment Manager at Continental Mercantile Corporation,Ernakulam,Cochin From October 2017 to till date.

Responsibilities 
· I have initiated a job fair drive in kerala , with a congregation of more than 600 candidates , was able to coordinate and fulfil the responsibilities given by the organization to me .
· Coordinating with Clients and collecting their requirements

· Planning and organizing  Client Interviews all over India 

· Managing junior recruiters and train them to fullfill Client’s requirments

· Cordinating with branches and  dealing with Agents for the availabilty of suitable candidates.

· Handling end to end recruitment like taking interviews,selection,issueing offer letter which receive from the Client,Medical,Mobilisation of candidates.

2) Worked as an Asst.Branch Manager at York Recruitment - Technical & Healthcare, Okhla Phase II, and New Delhi from January 2015 till October 2017.  
Responsibilities 
· Assisting Branch Manager in organizing, planning and implementing strategy.

· Able to excel my calibre in the field of recruiting candidates from back pedals .
·  Supervising sourcing team and  coordinating staff.

· Communicate with Client and evaluate their needs and specifications.

· Handling end to end recruitment (like taking interviews, certificate verification, visa, ticketing etc.)
· Sending confirmation to client after the selection process and Dealing with agents regarding the availability of candidates.

3) Worked as an Administrative Officer at Nature Life International Hospital, Kozhikode, Kerala from March 2015 to December 2015. 
 Responsibilities:

· Preparation of day books and sending to head of accounts department.
· Keeping up to date information about the patients.

· Arranging rooms for patients.

· Preparation of Stock report of hospital products. 

· Keeping patients treatment details.

· Maintaining daily cash transactions.

4)  Worked as an Administrator Assistant at Qcon (Qatar Engineering and Construction Co. W.L.L.) Doha, Qatar from October 2012 to August 2014.
Responsibilities:
· Responsible for overall billing of company owned equipment’s and vehicles utilization through Microsoft Dynamics XP, Enterprise Resource Planning [ERP] Software.

· Checking and Certification of hired equipment’s and vehicles invoices from sub- contractors or suppliers, follow-up & ensuring timely payment.
· Explain billing invoices and accounting policies to staff, vendors and clients.

· Responsible for overall billing of fuel consumption through Fuel Supply Management [FSM] Software. 

· Certification of monthly invoices for fuel consumption.

· Keeping up to date all statutory formalities like fleet insurance, road permit, third party certification, license, gate passes for equipment & operators.
· Interact with internal and external auditors in completing audits.

· Preparing monthly plant and machinery consumption report.

· Supervising of Equipment operators and drivers.
· Co-ordination with Site Administrators for getting site report
  5) Worked as an Office Administrator and HR executive at AL Andalus L.T.D., Doha, Qatar from March 2011 to April 2012.

Responsibilities:
· Making all types of correspondence.
· Co-ordination of equipment operators/drivers.

· Certification of monthly invoices for fuel consumption.

· Preparation of fuel consumption report.

· Maintaining the employee’s details.
· Preparation of salary statement.
· Preparation of sales report.

· Tele sales and marketing of products.
· Co-ordination with customers for maintaining the sales volume.
PERSONAL DETAILS
Date of Birth
: 16/05/1988

Age

:  30 years

Sex

:  Male

Marital Status
:  Unmarried

Religion
:  Hindu

Nationality
:  Indian

LANGUAGES KNOWN

Able to read, write, and speak English, Hindi, and Malayalam.

INTERESTS

Sports, listening music, driving, etc.

 DECLARATION

I hereby declare that the above-written particulars are true to the best of my knowledge and belief.

Place: Kannur
.

Date: 

                                                                                                              Jijesh K.P.
