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MR. XAVIER  

Mobile: Whatsapp +971504753686 / +919979971283 E-mail: Xavier.108875@2freemail.com 
OBJECTIVE:

Seeking a position as Administration & Office Manager / HR / Finance in an organization with a potential opportunity for constant learning, and the environment to enhance my skills & abilities. I am basically a highly dedicated worker with a degree of commitment to the organizations goals and objectives.  

PROFESSIONAL EXPERIENCE:

Total Work Experience:    11 Years
Mostafa Bin Abdullatif Group LLC
Sales Administration & Office Manager
Electrical Division
Dubai, U.A.E

Working Period: October 2007- till date
Accomplishments:

· Receipt & response to customer enquiries, via e-mails or fax, written enquiries and verbal enquiries by telephone 

· Customer order processing and raising of invoices.

· Placing of purchase orders on suppliers

· Managing Credit Control procedures and collections

· Coordinating with our clearance services to ensure all incoming shipments have all the required documentation for early and efficient clearing from port or airport

· Running a team of 15 employees & assuring all the tasks are completed efficiently 

· Attending meetings & seminars

· Managing Accounts of Electrical Division for Submission to Finance Dept.

Al Naboodah L.O.R
HR Cum Administration Officer
Contracts Division
Abu Dhabi , U.A.E

Working Period: April 2007- Sept. 2007 ( Temporary)
Accomplishments:

· Running day-to-day administrative affairs of the company.

· Arranging & liaising with the head office for all administration formalities of Expat support staff

· Assist in acquiring visas, work permits, immigration clearances for staff, medicals & other labor requirements as per the UAE rules

· Administer staff Insurance, leave & other contractual benefits for staff

· Timely renewals of service contracts & assist in payroll administration.

· Provide advice & counsel to staff as an employee advocate

· Coordinating with travel agents with regards to staff travel bookings.

· Arranging for staff transportation, airport pickup's & drops.

THUNDER BOWL LLC
HR /Administration/Finance/ Office Manager
Leisure & Entertainment Division
Dubai , U.A.E

Working Period: June 2003- Feb. 2007 
Accomplishments:

· Running day-to-day administrative affairs of the company, listening & solving issues related to the employees.

· Responsible for acquiring visas, work permits & other immigration requirements of the staff as per U.A.E law.

· Preparing salaries, incentives, overtime, leave salaries & Indemnities.

· Identify current staffing requirements, prepare & post notices & advertisements

· Collect & screen applicants, arrange interviews & notify applicants about the results of selection process & prepare job offers

· Participate & facilitate the interim & year end employee review process

· Preparing daily, weekly & monthly sales reports

· Reconciliation of Bank Entries.

· Dealing with Debtors and Creditors

· Data Entry - Bank payment vouchers, Sales vouchers, Cash payment vouchers etc
· Preparation of Books of accounts

· Maintaining files & confidential records

· Good Interpersonal relationship with Bankers, Customers, and Auditors on behalf of the Management.

· Handling personal accounts of my M. Director & interacting & guiding the partners on business matters.

· Handling matters/ issues of the company in the absence of my Directors.

· Promoting & handling marketing affairs of the company

· Interacting, coordinating & arranging meetings with customers/ clients. 

AL ISHRAF HOLDING CO.
Junior Accountant cum HR Assistant
Trading Division
Kuwait 
Working Period: March 1997- March 2003 
Accomplishments:

· Interacting with showroom staff and the accounts department

· Assisting with delivery of various HR initiatives

· Manage & maintain internal database

· Assist with performance planners & staff reviews

· Identify current staffing requirements, prepare & post notices & advertisements

· Assist in payroll administration & updation of attendance sheets. 

· Preparing incentives, overtime, leave salaries & Indemnities.

· Preparation of Management information reports

· Preparing monthly reports like contribution reports of different outlets.

· Data Entry - Bank payment vouchers, Sales vouchers, Cash payment vouchers etc
· Preparation of Books of accounts

· Preparing year ending schedules for financial statements

· Assisting my boss in day to day office work, typing self drafted as well as dictated correspondence

· Arranging for overseas travels whenever required

EDUCATIONAL QUALIFICATION:

B.COM GRADUATION in the year April 1996 from V.N.S BANDEKAR COLLEGE, MAPUSA India. (GOA UNIVERSITY).

LANGUAGE SKILLS:

•Spoken:  Arabic (fluent), English, Hindi, Konkani                                  

•Written:   English, Hindi, Konkani

PERSONAL DETAILS:

	Date of Birth
	:
	November 13th 1974

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Religion
	:
	Roman Catholic

	Visa Status
	:
	Employment Visa 


ACTIVITIES / INTERESTS:

Reading, Music, Dancing, Meeting People, Dramatist (acting in dramas), All round sportsman (good football player)

SELF APPRAISAL: 

Strong technical HR & Admin. skills & ability to build & 

maintain healthy working relationships with all levels of people. Can

work comfortably in different accounting packages in different

operating systems. Have the capacity to learn & grab new aspects. 

Can take responsibilities and work towards Organizational goals 

effectively. Can communicate effectively and clearly.

Valid UAE Driving License
