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NAME



()
RAJAN 
DATE OF BIRTH                             ()         02 January, 1962
NATIONALITY 


()
Indian

CONTACT TELEPHONE NOS.
()
rajan.116525@2freemail.com 
ACADEMIC QUALIFICATION
()
B.A from Calicut University, Kerala, India.

TECHNICAL QUALIFICATION
()
Typewriting Lower and higher examinations passed 

from Kerala Government Technical Examination 

Board, Kerala, India.

ADDITIONAL QUALIFICATION ()
Microsoft Office, Internet & E-mail.

Holding valid UAE Driving License.

KEY SKILLS:

· Good working knowledge of Labor & Immigration, Economic Department, Municipality, Airport and Seaport formalities and procedures.  

· Secretarial skills to include typewriting speed of 50 wpm as well as working knowledge of Microsoft Office Software.
· Working knowledge of L/C procedure, bank related jobs, export & import formalities, air & sea shipping documents etc.

EMPLOYMENT HISTORY:-

Being a resident of UAE for the past 25 years, I have proved my career in the field of administration and have gained over 18 years of vast experience in this field.  Details of my employment and my exposure as follows:

FROM MARCH 2009 TILL DATE:-
Company:     Chicago Maintenance and Construction (A division of GEMS GROUP)

Position:        Administration Coordinator

Main responsibilities as mentioned under Right Angle Media.

FROM APRIL 2008 TO JANUARY 2009:-
Company:
Right Angle Media 

Position:
Assistant Administration Manager

Main responsibilities as follows:

· Handling the personal files of all the staff in the Operations department (150 Nos).  
· Processing their employment visa, medical and their labor cards.  
· Managing and approving their overtime and annual leave and processing their vacation tickets.  
· Managing the labor camp - was involved in the sourcing a new camp, arranging the fit-outs and shifting to the new premises as well as sourcing the caterers for the staff mess.  
· Responsibilities also included handling petty cash, managing staff records for the entire group as well as any other administration duties as instructed by the HR Manager.
FROM JUNE 1991 TO APRIL 2008:-

Company:
Al Boom Marine, Dubai

Position: 
Executive Secretary to the General Manager (initial) and was promoted to Accounts & Administrative Assistant in 1996.
Main responsibilities as follows:

ADMINISTRATION:-
· Handling the personal files of all the staff in the company (200 Nos.) which includes the main showroom staff and staff from all the other branches in Dubai.  Responsibilities include processing their employment visa and their renewals as and when required, and their labour and immigration formalities.

· Arranging visit and transit visas as appropriate for the Company’s guests and their accommodation during their stay in Dubai.

· Liaison with the Economic Department for the renewal of the Company’s (and its branches) trade license as and when it is due.

· Liaison with the Land-owner for the renewal of the tenancy contract for showrooms and accommodations rented by the company.

· Maintaining files for the company owned vehicles; their insurance and registration renewals.

· Liaison with the Etisalat, Municipality requirements, Postal Department.

· Handling the export and re-export shipping documents as well as the Customs Duty refund with the ports and Customs department for all the needs of the company.

· Arranging road transport for re-export to various GCC countries.

· Handling the telephone and all other secretarial works including arranging travel for the staff and the Managers.

ACCOUNTS:
· From March 1996 was given an additional responsibility of assisting the accounts.  It includes collecting the daily showroom sales cash for the main showroom as well as the branches (the cash from these branches will be collected by the company drivers and handed to me) and depositing them in the bank.

· Tallying the cash with the invoice value, making receipt vouchers for the credit customers as and when appropriate.  Foreign currencies will then be exchanged and deposited on the same day at the Bank where the company holds an account.  Cheques also will be deposited.  Visa Card receipts will be submitted to the bank.

· Prepare separate Sales sheets for all the showrooms on a daily basis and as well as on a monthly basis.

· Handling the Office Petty cash.

LOGISTICS / SHIPPING:

· Assisted the logistics department in handling shipments and clearance of goods for the company – this included shipment from the suppliers as well as shipments to clients.  
· Assisted in the preparation of Bill of Ladings / Air Way Bills, packing details, invoices and liaising with the suppliers as well as clients and keeping track of the moment of goods.
· Assisted the Logistic Department in custom clearance processes for all modes of transport (Air, Sea and Road).
· Coordination with custom department in case of any issue related to documentation or on product queries.
· Dealing with various freight forwarders on arranging competitive freight rates, export and imports requirements of various dealers and suppliers respectively.
FROM AUGUST 1990 TO APRIL 1991 (Temporary Assignment) :-

Company:
M/s Halcrow International Partnership (Consulting Engineers) Abu Dhabi.

Position:
Secretary to the Resident Engineer 

FROM JANUARY 1989 TO JULY 1990 (Temporary Assignment) :-

Company:
M/s Shankland Cox Limited (Consulting Engineers) in their site office for the 

Al Ain Route Signing, Street Naming & Plot Numbering Project Phase - 1 , 

Al Ain UAE.

Position:
Site Secretary to the Resident Engineer 

FROM JANUARY 1985 TO DECEMBER 1988 :

Position:
Office Assistant 
Company:
M/s Gulf Auditing Company, Dubai.

FROM JANUARY 1982 TO NOVEMBER 1984 :

Company:
M/s Rallis India Limited, Bombay for their Fertilizer and Pesticide department.

Position:
Typist/Clerk

ADITIONAL INFORMATION:

LANGUAGES KNOWN 

()
English, Hindi, Tamil Malayalam (Mother Tongue) and

                                                                        basic working knowledge in Arabic 
VISA STATUS
()
Valid Residence Visa (Release available)
MARTIAL STATUS


()
Married with two children
REFERENCE


()
Will be produced on request
************
�








PAGE  
3

