CURRICULUM VITAE

Name


: Neil
                                              Neil.115972@2freemail.com  
Nationality

: Sri Lankan
Date of Birth

: 13th February 1982
Civil Status

: Married
Language Known
: English, Hindi, Sinhala, Arabic (manageable)
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OBJECTIVE

I am now looking to progress into a senior management position within the sectors. I am therefore keen to find a new and suitably challenging role within a market-leading organization.
BRIEF:
I am an enthusiastic and dedicated professional with extensive experience across all areas of administration. An exceptional leader who is able to develop and motivate others to achieve targets, I can demonstrate a strong ability to manage projects from conception through to successful completion. A proactive individual with a logical approach to challenges, I perform effectively even within a highly pressurized working environment.
PROFESSIONAL EXPERIENCE
Total work experience of 9years and (5 years of replete Administration experience)
Work Experience

Date: January 2009 – Present
Company: Plateau Contracting Company LLC. (Dubai – UAE)

Position: Administration Manager
Have directly administrated the following departments with 75 employees pertain efficient function of the company.
· Public Relation

· Human Resources & Personal
· Procurements & Subcontracts
· Logistics & Warehouses

· Transportation
· Information Technology
· Payroll
· Office Administration
· Projects Administration
Work Experience

Date: March 2005 – December 2008

Company: Robust Contracting Company LLC. (Dubai – UAE)

Position: Administrator

( Administration:

· Functioned as principal supported staff person to project managers, project directors providing comprehensive administrative and clerical support services.

· Design, implement, and manage a relational database for each of studies; write and maintain appropriate documentation; produce reports and statistics as required.

· Arrange logistic for office expansion and relocation. Establish office procedures and systems. Actuate, implement filling system, order supplies; maintain inventory. Developed and implement systems to streamline office procedures. Monitored attorneys, daily activities for time records; allocated monthly charges to appropriate cases and matters.
· Proven interpersonal skills, having dealt with a variety of professionals and clients.

( Information Technology:

· Provide consultancy in IT related issues to board directors and staff.
· Purchase, Maintenance of IT hardware and software

· Virus scanning and enable network security.

· Administrate the site offices networks.
( HR & Personal:

· Provide administrative support to personal recruiter and personal representative 
· Screened applicants; checked reference; scheduled interviews. 
· Prepared candidates for concerned tests. Trained new personnel, maintained weekly case log and purge files & payroll, ensuring timely handling. Organized and presented information is a useful format.
( Procurement & Stores:

· Prepare Local purchase orders, submittals for materials, Equipments, Suppliers and subcontractors, Compression Sheets, Material & equipment Requisition, issue vouchers, transfer notes, payment certificates, and valuations.
· Maintain delivery logs, Payment orders, and petty cash.
· Well experienced of building material, equipments & terms in U.A.E Market.
( PMV (Parts, Machineries, Vehicles):

· Organization of Transportation for Staff & Labours (3000 persons)
· Supervision daily reports (schedules, maintenance, rentals).
· Knowledge of U.A.E rental equipment , machineries & vehicle suppliers
Date: May 2001 – July 2004

Company: Welcare Hospital (Dubai – UAE)

Position: IT Administrator
EDUCATIONAL QULIFICATION
· Diploma in network administration.
· Diploma in International Air line Ticketing (IATA).

· Diploma in Computer Studies.

· Passed G.C.E O/L examination at St. Sebastian College Sri Lanka.
COMPUTER SKILLS: 
MS-DOS Applications.

Windows 3.1/95/98/Win9x/Win2k/Winxp/Winvista.

Microsoft Office 2007 (Word, Excel, PowerPoint, Access, Outlook)
Adobe Photo Shop, Premier, Reader
       Primavera, AutoCAD (manageable)[image: image32.png]
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