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 +91-9717208476 


	· Profile Summary

Dynamic  and  experienced  professional  with  over  16  years  of  rich  experience  in Administration ( Office & Project Sites), Human Resource Management, Recruitment, Project Co-ordination, Statutory Compliance, Personnel Administration,  and Management of Manpower mobilization & demobilization plan according to project sites.
I have Started carrier as HR Recruitment Executive. I use to recruit people of all levels through newspaper advertisement, employee reference, own database & contacts, walk-in, campus interview and through various web portals etc.
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 Core Competencies
· Recruitment: Recruitment of core asset i.e. people of all level is to be handled with utmost care and competency. In our organization, it is handled by a team of experienced professionals. However, for project sites, I use to recruit people of all levels through newspaper advertisement, employee reference, own database & contacts, walk-in, webportals etc. Based on the budget of different category of manpower being deployed, the recruitments are carried out under my supervision and have independent charge to finalize the selections.

· Manpower mobilization and demobilization :Based on the project control department’s schedule of mobilization of manpower, we need to be prepared, send offers and finalize personnel by giving them a date to join us, thus resulting into cost control and timely deployment of manpower resources for the project sites. Based on the demobilization plan circulated by project control department for different project sites, a demobilization plan is prepared by visiting the project site offices and meeting the project manager by looking on the requirement of different category of manpower which can be demobilized from site. The plan helps us in moving these personnel to other project sites, thus resulting into cost saving on new recruitment cost.

· Project Co-ordination:  After mobilization of people at site and providing site based facilities viz camp residence, offices, fooding arrangements, security etc, it is important to monitor its smooth running at the difference places and different span of time. A proper co-ordination is required to control all such activities, including site statutory compliance, medical issues, security issues, general grievances, compensation and benefits etc. A prompt response to the site HR/Admin representatives on their querry and questions is of utmost priority. This results into cost saving of organization due to proper co-ordination at all level and single point of contact between project sites and head office.

· Statutory compliance: Statutory compliance is the backbone of any organization and proper coordination in completing the required documentations, returns, replies to the notice of government department saves a huge amount of time and money of the organiztaion. I feel proud to mention here that I have been involved into central management of company’s PF, ESIC, Workmen Compensation Policy, Mediclaim Policy, transfer of EPF amount, mediclaim settlements, gratuity settlement etc.

· Resource & Man Power Planning: Mentoring team of HR/Admin representatives and resolving bottlenecks. Preparing and reviewing company policy, site handbook/guidelines and Work Specific Control Plans. Supervising the MIS reports, Master reports, Salary Wages and follow up with vendors for the various projects and developing vendors for timely arrangement of vehicles, food materials at cost effective prices. Planning effective manpower deployment & works scheduling of qualified workforce; addressing training needs of staff to enhance skills and productivity.

· Personnel Administration & Planning: Personnel Administration is part of administration and back bone of HR recourses. I handled and managed proper documentation with easy tips to access the files upon need.
· Office Administration & Planning: I feel proud to mention here that I have been involved in Office Administration many times and done my duties 100% in perfect and mannered way. Managed Office shifting, Organizing Office, Meetings & appointments, Clerical & administrative tasks, handled clients, visitors and candidates. Was One point of contact, handled confidential matter and contracts in its high ethic way.


	[image: image29.jpg]


[image: image30.png]


[image: image5.png]


 Career Timeline
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Since 15th June 2016
Feb to May 2016
May 2012 to Feb 2016
July 2010  to May 2012
Nov 2009 to May 2010
             July 2004 to   Sep -2009
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	· Soft Skills
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	· Education

· MBA from National Institute Of Business Management May 2019.( NIBM).
· Post Graduate Diploma in Business Administration from National Institute Of Business Management 2015.(NIBM)
· Diploma in Business Management from Indian School Of Business Management (ISBM)on 2011. 

· Diploma in Computer Application 1998.

· Pre Degree (12th )from Kerala University 1998.
· SSLC ( 10th )from Kerala Board - 1996
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 Work Experience
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Since June 2016: ACCORD GROUP INDIA PVT LTD (EXECUTIVE SEARCH )( erstwhile STANTON CHASE INTERNATIONAL) as Sr. Executive HR & Business Administration. 

Location: New Delhi, India                                

Role:
· Managing Office, Cleints, Candidates and Visitors

· Managing Personnel Administration and Personal Assistance to the Sr.Partner of the Company.
· Act as point of contact between the Sr. Partner of the company and internal/external clients.
· Managing phone calls, calendar, routine emails and correspondence with all departments and clients.

· Organize and schedule appointments/ meetings, managing calendar.

· Searching & sourcing candidates from job portals & Linkedin.( upon request/need of consultants)
· Making Dockets, Info Pak and company pitch whenever required..

· Managing & Maintaining travel arrangements – Hotel/Flights/Cabs etc…

· Making contracts & renewal & follow-ups.

· Verifying & processing general bills and general accounting works.

· Maintaining Petty cash & general expense.
· Update and maintain office policies and procedure.
· Generating Invoices,Contracts & Billing follow-ups etc…
· Uploading data’s into ENCORE software.
· Previous Experience

                                                   [image: image15.png]48\

SIMPLEX




February 2016 to May 2016: SIMPLEX Infrastructure LLC.

Location: Dubai, UAE as Admin Officer Gr III. 

· General Administration of Office & site.

· Vendor Management. Facility Management. Travel Management. Event Management.

· Recruitment & Training Management.

· Employee and Talent Acqistion management.

· Housekeeping, Health & Hygienic management.

· Manpower planning and operation management.

· Verifying Statutory compliance( Daily job sheet, Duty & OT calculation, Leave deduction etc) of Labors 

· Inspecting Labor Camp and verifying the arrangements 
· Monthly salary preparation and uploading into Oracle based software for further process
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MAY 2012 to February 2016: L&T SUCG JV ( Joint Venture between L&T & SUCG for Metro Tunnelling DMRC CC05 project)

(3 years & 10 months)

Location: New Delhi

Position: Sr. Office Administrator/ Asst. Manager.
· General Administration of Office & site.

· Sourcing candidates from various Job portals. ( Upon request of PM) 
· Recruitment of Internal candidates for EPC/Construction/Tunnel/Metro works.( Internal Recruitment) 
· Housekeeping, Health & Hygienic management.
· Vendor Management. Facility Management. Travel Management. Event Management.

· Manpower planning ( labours & helpers)
· Verifying Statutory compliance( Daily job sheet, Duty & OT calculation, Leave deduction etc) of Labors 
· Inspecting Labor Camp and verifying the arrangements

· Monthly salary preparation and uploading into ERP based software for further process. 
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July 2010 to May 2012: D S Construction Ltd

Location: New Delhi  ( 1 year & 10 months) Libya project finished due to civil war.

Position: Sr. HR Executive (Internal Recruiter for Libya project)
· Searching and sourcing candidate from various jobs Portal.
· Shortlisting the suitable candidates as per JD & lining-up for Interview.

· Pre-interviewing candidates over phone & F2F if needed.

· Fixing-up interview with concern persons / department heads and assisting them to solve their needs.

· Post Selection of candidates dealing with candidate for  Salary Negotiation/Compensation.

· Preparing varouis letter like…Offer letter, Confirmation, Appointment, Termination, Warning letter etc

· Filing candidate details into HRIS/HRM software.

· General Administration of Office & site.

· Vendor Management. Facility Management. Travel Management. Event Management.

· Housekeeping, Health & Hygienic management.

· Manpower planning and operation management.

November  2009 to May 2010: AGILE Consulting Pvt Ltd

Location: New Delhi    
(6 months)

Position: Recruitment Consultant ( EPC & Construction)
· Searching and Sourcing candidate from Portal

· Recruitment, Selection, Salary Negotiation/Compensation, Induction, Training.

· Employee and Talent Acquisition management.

· Preparing Offer, Confirmation, Appointment, Termination, Warning letter etc

· Filing data’s on HRIS/HRM software.
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July 2004 to September 2009: M S International Manpower Consultants Pvt Ltd

Location: New Delhi 

(5years and 2 months)

Position: HR Executive / Sr. HR Executive

· Searching and Sourcing candidate from Portals, online sites.
· Recruitment, Selection, Salary Negotiation/Compensation, Induction, Training.

· Employee and Talent Acqistion management.

· Preparing Offer,Confirmation, Appointment, Termination, Warning letter etc

· Filing datas on HRIS/HRM software.

· Manpower planning and operation management.
· Handling Clients & Business development.

· Handled general office administration.
· Handled & maintained travel arrangements – Hotel/Flights/Cabs etc…
Technical Skills 

· MS Office, Windows 98/2000/XP

· Software worked – Oracle, ERP, EIP & Encore HRIS & HRM 

· Software learned – Tally, Foxpro,SAP,

· Languages learned – C & C++, Visual Basic.

Strengths

· Progressive positive attitude, Punctual & Hardworking

· Able to work as a team, able to do the task in given frame of time

· Good Listener, Learner & adaptive nature.

Personal Details 

Date of Birth: 10th March 1981

Residence Address: 203,194A, Udaya Appartments, Ward No 2, Mehrauli, New Delhi 110030. 

Languages Known: English, Hindi and Malayalam.( Read,Write & Speak)
Marital Status: Married and blessed with 2 daughters.

Father Name: Late. Shr. George Thomas

Mother Name : Mrs. Kunjamma Thomas

Passport No. R 1765655, valid till 02/08/2027.

Linkedin Profile: https:// http://in.linkedin.com/in/pavubiju                             
Place:New Delhi
Date:









( Biju Thomas-S/D)
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BIJU THOMAS





Dynamic  and  experienced  professional  with  over  16  years  of  rich  experience  in Administration, HR, Recruitment, Project Co-ordination, Statutory Compliance, Management of manpower mobilization and demobilization plan to project sites 
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