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DOMINIC CHRISTUDAS
Email : dominicchristudas@gmail.com
Post applied for - Office Administrator
CAREER OBJECTIVE

Seeking a challenging position
in a competing role in an organization
of
repute, contributing to the growth of
the organization and to
grow along with the
organization.
CAREER SUMMATION
· Excellent communication and interpersonal skills helped build relationship across and beyond the organization.
· Flexible, energetic, patient and able to work in multicultural environment.
· Ability to work with highly sensitive matters in a confidential and professional manner.
· Ability to work well with others and
achieve team goals.
· Strong analytical, problem solver
with a detail oriented
attitude. Capable
of
thinking in and out-of-the-box.
· Managerial, leadership and goal oriented attributes resulting in direction and achievement of goals.
DUBAI EXPERIENCE
Designation
Location
Duration
Organization
Office Administrator
Dubai.
04.07.2012 - 03.07.2015
Graceland Electromechanical
works lie.
Issue Date Expiry Date
Organization
Designation
Duration
DRIVING LICENCE IN DUBAI
:
16.06.2013
:
16.06.2023
HOME EXPERIENCE
MSK Project India Limited Document Controller 21.07.2010 - 31.01-2012
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· Co-ordinate the monthly salary and wage distribution with WPS in co​ordination of the bank, direct from the company account.( Based on Attendance and Time sheet).
· Preparing MIS Report every first week of the month which includes all the reports till the last week of the last month.
· Deal with staff visa processing from beginning to the end, Immigration, labor office and Tah’seel working handled in a high professional way.
· Handling the Insurance documents of the employees coordinating with the Insurance Company.
· Monitor the expiration of employees' documents and renew in time.
· Handle the day to day work has to be completed in time and prepare the report and submit to the concerned person every first week of the each month.
· Handling all the documentation work within the office such as Prepare monthly time sheet, invoices, salary sheet, LPO, records of the staffs.
· Schedule meetings and reserve rooms for meetings, Schedules appointments maintains calendar allocates Manager's time.
· Research different avenues for advertising the vacancies and sorting the candidates.
· Schedule and conduct telephone and face-to-face interviews with candidates along with Department Heads.
Deal with employee requests regarding human resources issues, rules, and regulations.
· B.Sc. Degree in Computer Science from MS University , [Tamilnadu University, 2008]
Platforms including all windows and Linux operating systems Inventor Solid Works 3Ds Max
AutoCAD (2D &3D)
Photoshop
M.S.Office ( Excellent working knowledge and typing skills)

Marital Status Date of Birth Languages Known Passport No Current Address
lr
Married May 17, 1987
English, Hindi, Malayalam& Tamil N 5917514
Chempakaramanthura/Pulluvila Post,Trivandrum.
Visa Status
Visit Visa
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Mr. Antony :
Project Manager at Royal Vision LLC (Mob: 055 8127244)
Mr. Andrews:
Chief accountant at MSK Project India Ltd
(Mob: +91 9755598146)
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I do hereby declare that the above mentioned details are true to the best of my knowledge and belief.
Thanking You DOMINIC CHRISTUDAS
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