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  Curriculum Vitae

                     Anil 
Anil.100833@2freemail.com 

Skills and Core Competencies:
Office Operations                                           
Administrative & Staff supervision

Operations - Supervision & Coordination
Sales and Logistics In charge                 

Cost benefit/Analysis Budgeting                    
Client Relationship Management

Accounts Payable / Receivables                     
Event Management, Expense Reduction
Petty cash and Payroll                               
Policies & Procedures Manuals
Report and Document preparation                  
 Inventory & Record management 
Detailed Scheduling                                         
Prequalification, Submittal, Transmittal
Confidential Correspondence & Data                
Microsoft Office Proficiency

Calendar & Schedule Management                 
Understanding of abreast technology 
System Upgrades                                              
Disability/ Medical/ Workers Compensation

Vendor relations & Negotiations                       
Executive Travel Itinerary Arrangements

Career History: 

Jan 2015 – Present:    Share 2 Care GT LLC, Dubai, UAE

Manager – Operations, Administration & Office
Job function:

· Supervising & managing office to develop business, and operate smoothly and profitably.

· Responsible for logistics operations. 

· Supervision of operations of the company.

· Company correspondence with clients and suppliers.

· Follow up with sales staff to improve sales.

· Supervising & managing with the purchasing dept to arrange materials, equipments, etc

· Building relationship with new clients. Attending meeting with client, suppliers, etc
· Contribute to the development & refinement of company’s vision & strategy

· Supporting to the overall process of management for the better endeavor. 
July 2013 – Dec. 2014 :    Thermotech Systems & Services LLC, Dubai, UAE

Manager – Operations, Marketing & Business Development
Job function:

· Supervising & managing office and Technical staff including Engineers and Marketing / Sales staff and to develop business and operate smoothly and profitably.
· Responsible for logistics operations. 

· Assist and train other office staff to improve their skills.

· Supervision of operations of the company.

· Company correspondence with client and supplier.

· Follow up with sales staff to improve sales.

· Follow up payment with customer and sales staff.

· Follow up with concerned staff to arrange materials, equipments, etc

· Manpower control and regulation.

· Attending commercial meeting with client and suppliers

· Attending technical meeting and site handing over work.
· Building relationship with new clients

· Contribute to the development & refinement of company’s vision & strategy
· Support the overall process of management decision making to ensure the organization maximizes it short, medium and long-term profitability.
May 2011 – Dec. 2012:    Eboxx Infotech Pvt. Ltd. Infopark – Cochin, Kerala, India
Office Manager
Job function:

· Fully manage company-wide accounting and reporting functions
· Provided continuous high – quality support and liaison with SEZ (Special Economic Zone) authorities including the CEO and business development managers 
· Liaison between senior managers, employees and clients to ensure proper lines of communication critical in addressing myriad problems and issues requiring immediate attention and resolve.

· Manage accounts Payable/Receivable and expense control procedure, including bank and account reconciliation, cash receipts, disbursements,  finance charges, billings, invoicing, purchase order and inventory verification, rebates, and preparation of daily bank deposits

· Collaborate extensively with external auditors, providing in-depth assistance with periodic corporate audits.
· Perform thorough credit analysis, research financial histories, and review account status as a pre requisite to qualifying new accounts and authorizing purchases.
· Establish and maintain Human Resources related employee files reflecting salary increases, deductions, garnishments, benefits, pay-roll exceptions exercising a high level of confidentiality.
Sep 2003 – Mar 2011:  Conrac MENA FZE (Dubai Airport Free zone), Dubai, UAE

Office Manager
Job function:

· Responsible for handling multiple administrative tasks like administrative functions, facilities management, data communications, insurance and human resource services

· Liaising with external contact, Government (DCA) and Private Departments, related to high end business transactions & Logistics Support.
· Arranged DAFZA Customs related and duty exemption documentations, managed campaigns at Airport Exhibitions, seminars, events, etc..
· Performed administrative and office management duties necessary to support corporate officers and management team.

· Distinguished performance maintaining timely and accurate financial reporting including A/P and A/R , payroll, accounting, checking and investment bank accounts, wire transfers, corporate credit cards, petty cash, and other financial functions 
· Drove customer loyalty initiatives and productivity gains through effective and efficient customer relationship management
· Managed benefits and insurance enrollments including medical, dental, life insurance, workers compensation, legal contracts, stock option plans, policies and procedures and organizing induction programs for new staff

· Facilitated customer satisfaction through immediate resolution of conflicts for strengthened client retention and loyalty
· Arranged Visas (Visit / Residence / Employment ) as appropriate including executive travel itinerary
Apr 1994 – Nov 2001 :   Saudi Technical Engineering Systems Associated (STESA) – Kingdom of Saudi Arabia (K.S.A) – Saudi Aramco Project
Administrative In charge / Project coordinator
Job function:
·  Provided wide range of administrative support by managing the welfare of over 500 employees including European and Asian staff, in the office and on site, including total general administration management of staff accommodation, visa processing and renewal, medical, transportation and social insurance related activities.

· Preparing and submitting documents and transmittals to ARAMCO and updating various weekly, fortnightly and monthly records. Preparing tender documents for the projects, preparing presentation documents and company proposals. Making travel arrangement and trip scheduling with ARAMCO flight services, for scheduling the personnel from site to site accordingly.
· Employees ticketing and travel itinerary. Liaising with various Project Engineers and Supervisors subject to their day-to-day activities. Assisting the logistic manager for preparing pro-forma invoicing, packing list, certificate of origin from chamber of commerce, bank guarantee, commercial license detailing, exit & entry forms, etc.
· Purchase in charge of office supplies. Taking care of petty cash payment, cash/site advances for the personnel at site & office staffs. Preparing of payroll for the branch office staffs.  Fully responsible for managing more than 50 vehicles of the company.
· Maintaining the IT Infrastructure of the company; Installation, Configuration, Maintenance and Troubleshooting of servers, applications and other IT equipments.
Feb 1991- Mar 1994 : Axis Information Services, Bangalore, India : 
Customer Support/ Service Engineer

Computer Proficiencies
Windows – NT/XP/10, MSOffice-2013; MS-Word, MS-Excel, MS-Power point, Visio, Access, PageMaker, MS Outlook / Outlook Express , Troubleshooting, Configuration of IT systems & understanding all kind of Application / Utility / System / Development software and Computer Hardware.
Academic Qualifications:

Kerala University, Kerala India :                                            B.Sc (Maths)

LAN-ESEDA, Bangalore, India:                                             Diploma in Computer Application
COMPUTER POINT, Bangalore, India:                                Customer Support Engineering
Holding valid U.A.E Driving License. 

REFERENCES ARE AVAILABLE ON REQUEST
