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Objective: 
Having Excellent work with a progressive industry Experience and implement the innovative idea in the field of Contracts administration to take the Organization to scale further heights. A highly motivated, dedicated and hard working Contracts Professional with immense experience and proven track record with practical hands on approach, who has excellent negotiation and problem solving skills. 


LL.B (Bachelor of Law), Bangalore University, 1995-98

M.Com, Madurai Kamaraj University, 1987-89
B.Com, Madras University, 1981-84


Presently working with Emirates Telecommunications Corporation – ETISALAT Abu Dhabi, UAE: 

Specialist - Contracts Administration - Dec-2009  - Till date

Company Profile: 

M/s. Emirates Telecommunications Corporation is one of the largest telecommunications companies in the world and the leading operator in the Middle East and Africa, headquartered in the UAE. Etisalat operates in 18 countries across Asia, the Middle East and Africa, servicing over 100m customers.
 
Job profile:

· Working as a part of the core team who specialized in drafting contracts for the Corporation in Contracts Department.

· Preparing various types of Contracts such as turnkey Contracts, ICT Network Contracts, Infrastructure Contracts, Partnership Contracts, Revenue Sharing Contracts, Maintenance Contracts, Memorandum of Association, Non-Disclosure Agreement, Confidentiality Agreement and Procurement Contracts.

· Co-ordinate and follow ups with various internal departments to finalize Contracts.

· Participate as a Committee Member in Tender Openings / Evaluation and Negotiation (Supply Contract, Project Contracts, Partnership Agreements etc.), as and when nominated by Management.  
· Evaluate exceptions and qualifications to tender documents raised by bidders, obtains Legal, Financial and Users advice / comments on the issue and advises bidders through proper channels on Corporation’s stand.

· Provide professional advice on contracting strategies, development of scope of work. Review and participate in the committee for revision of corporation’s terms and conditions as and when required.

· Prepare/review the draft contract prepared by the end user and advice modification which are required in line with management approval and pre-award conditions.
· Review of BoQs and saved lump sum for the corporation.
· Review of legal documents of the contracting companies such as commercial license, memorandum of association, power of attorney, etc. to ensure authority and competency.
· Act as an interface between the Contractor and end user for finalization of formal contract in accordance with the agreed terms and conditions as approved by the management.
· Act as an interface between the Customer and end user for finalization of formal contract in accordance with the agreed terms and conditions as approved by the management.
· The overall role of Contracts Administration is to ensure that procurement function is executed in accordance with Corporation’s polices & procedures and to suit to management’s expectations and objective in terms of cost, quality and time. 
· Issue LOI/LOA to Contractors who have been awarded the Contract.
· Finalization of Change Order/Variation Order after verification of huge BoQ.
Major Contracts finalized with following entity:

	· DIFC Investments LLC
	· Abu Dhabi Education Council
	· MUSANADA

	· Abu Dhabi Airports Company
	· Ministry of Health
	· Imdaad LLC

	· Dubai Sports Complex
	· EMQUEST
	· Visa Middle East

	· Emirates NBD
	· Health Authority Abu Dhabi
	· Ministry of Foreign Affairs

	· Emirates Airlines
	· Abu Dhabi Food Control Authority
	· Saudi German Hospital


Senior Accounts and Administrative Officer – Jan 2008  - Nov 2009
M/s. NBB Group, Abu Dhabi, UAE. 
· Participate as a Committee Member in Tender Openings / Evaluation and Negotiation of kitchen equipments and laundry equipments.

· Supervising and managing day-to-day finance, accounting and administrating functions.

· Was looking after 8 branches and reporting to Managing Director.

· Sound knowledge of UAE Law and other national law. Correspondence with Banks, Suppliers, Customers and Government departments.

· Prepared various MIS reports and Budget Preparation.

· Sound knowledge of all legal documents.

Administration Accountant – Aug-2006 to Jan-2008

 M/s. Ghantoot Racing & Polo Club (Semi-Govt)  – Abu Dhabi
· Supervising and managing day-to-day finance, accounts and administration functions.

· Was looking after Accounts in Tally and reporting to Managing Director.

· Various MIS Reports to Management.

· Was looking after HR Dept for EOS Settlement of Employees.
Sep-2004 to May-2006
Accounts Officer - M/s. Sika Interplant Systems Ltd, Bangalore, India
· Preparation of new Project Report consisting pre-operation and post-operation.

· Study the project and analyze all the legal formalities and legal documents.

· Various MIS Reports to Management and new Project Reports with BEP.

· Cost centre wise margin analyzes and outstanding reports to the management.
· Compilation of Budgets, monthly forecast and reports on variance.

· Prepared Business plans for new Projects and implementation.

Dec2001 to Feb 2004

Manager – Accounts and Admin - M/s. ACT, Coimbatore, Tamilnadu, India
· Was looking after MNC’s Branch office Company accounts, Provident Fund and other local Tax Authorities.
· Prepared Financial statements, MIS Reports and Finalization of Accounts.

· Sound knowledge in various taxes laws

April 1988 to Oct-1999
Officer - M/s.Elgi Equipments Ltd, Coimbatore, Tamil Nadu, India
· Company and Statutory Audit, compliance of Tax Returns and Procedures.

· Financial statements and Finalization of Accounts.

· Liaison with various authorities like bank, Central Excise office and Government offices.

· Execution of documents related to imports, exports and central exercise.

· Certificate of Appreciation from Abu Dhabi Education Council
· Appreciation Certificate from Etisalat Management
· Certificate of Achievement for Bid Management & Tender Evaluation
· Monthly Excellence Award from Management for Two month in 2013
· Certificate in International Procurement and Supply Chain Management Training

· Certificate in Advanced Negotiation Skills

· Certificate of Achievement in ERP-Oracle Applications Implementation

· Dynamic, Hardworking, Honest and Strong analytical & problem solving abilities. Team player with leadership qualities.

· Good written & spoken communication skills in English. 

· Able to work under pressure and strict deadlines.
· Oracle ERP Financials Certified, Brain Bench Certified and proficiency in MS office                   
· Expected Salary – Negotiable
· Notice Period – One Month after receiving the Visa and/or Offer Letter



Visa 


:
Residence visa–UAE Valid until 16-12-2015


Date of Birth
:
24-06-1962 
                    Marital Status
: 
Married


Nationality

:
Indian, Christian 



EDUCATIONAL BACKROUND








        WORKING EXPERIENCE








EXCELLENCE AWARD & CERTIFICATES





Professional STRENGTHS & skills





Salary Details





                  PASSPORT DETAILS 


		Place of Issue			:	Trichy





		Date of Issue			:	29.07.2002





		Date of Expiry			:	28.07.2012


		


		Visa Status			:	Visit Visa (Valid up to 11.05.07)














