KEY COMPETENCIES

· Organisational Vision
· General Administration
· Customer Experience
· Travel Management
· Diary Management
· Budgeting& Forecasting
· Staff Development and Training
· Process Management
· MIS Reporting
· Client Servicing
SOFT SKILLS

· Multi-Tasking
· People Management
· Communication Skills
· Negotiating skills
· Coordination & Liaisoning Skills
· A Quick Learner
· Quality Oriented
· Training & Mentoring
· Escalation Management
· Customer-Centric
EDUCATION

· Master of Business Administration, (HR) Annamalai University, 2011.
· Bachelor of Science in Mathematics, Chennai University, 2007
TECHNICAL TOOLS & SKILLS

· MS Office
· ERP - Sage
LINGUISTIC ABILITIES

· English |Hindi | Malayalam | Tamil
PERSONAL DETAILS

· Nationality : Indian
· Visa Status : Husband Visa
· DOB : 07 Aug 1985
· UAE Driving License holder
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MBA IN HUMAN RESOURCE

12 YEARS UAE WORK EXPERIENCE

HUSBAND SPONSORSHIP

HOLDING UAE DRIVING LICENSE & OWN CAR

ADMIN OPERATIONS MANAGER

· Highly talented and results driven Professional with 12+ years of overall experience in Administrative & Operations Management, Customer
Service, HR and Office Administration.

· 7 years of exclusive experience as an Assistant Operations Manager for a luxury Cosmetic product distribution company @ Dubai, UAE.
· Adept at managing multiple Outlet Operations on process execution system implementation by collaborating with customers & cross-functional teams.
· Proficient in all aspects of Office Management, Product registration in UAE & other GCC countries, managing Stock & Administration, complemented by a strong sense of purpose and willingness to take on multiple responsibilities and stretch beyond the call of duty.
· Well-versed in monitoring the delivery of high-quality customer experience while adhering to processes, thus managing cost-effective operations.
· Subject Matter Expert in a gamut of HR functions, including Employee Relations, Recruitment, Training & Development, incentive calculations & Policies Management.
· Highly skilled in troubleshooting, dispute resolution, team-building, resolving internal and external sensitive issues amicably and maintaining high-efficiency levels in closures.
· Sporting a lively and energetic attitude, along with great enthusiasm in pursuing organisational goals, translating them into individual KRAs & KPIs and as tangible results, by following administrative abilities.
· Excellent people management, communication, and facilitation skills.
AWARDS & ACCOMPLISHMENTS

· Won accolades for developing a Logistics tool helping in calculate weight of the shipment and the freight charges showing a comparative pricing with suppliers (freight forwarders)
· Highly competent and knowledgeable in handling Luxury & Fashion Brands.
· Significant contribution in supporting the outsourcing team in creating time sheet for capturing their working hours and thereby calculating their monthly remuneration.
· Instrumental in improving the Staff Productivity by 5% year-on-year by being a coach and imparting effective training sessions to them.
· Highly recognized for :
· Improving the inventory costs by reducing the damages and timely reporting stock-outs to procurement team.
· Constant reduction in order processing time to 30% by reviewing the Invoices and talking to SAGE consultant for all issues.
· Handling and solving all conflicts within the Organization efficiently
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CAREER SNAPSHOT

[image: image7.png]



	Progammer Analyst
	Technology
	Procurement
	Assistant Operations

	Cognizant Tech
	Consultant
	Coordinator
	Manager

	
	
	
	

	Solutions
	Aptech Ltd.
	H.C.I.DMCC
	Pearltree

	India
	Dubai
	Dubai
	Dubai

	May 2007 - Apr 2009
	Feb 2011 - Oct 2011
	Nov 2011 - Apr 2014
	Jul 2015 - Feb 2022



WORK EXPERIENCE


Jul 2015 – Feb 2022 : Pearl Tree, Dubai


Assistant Operations Manager

· Led a team of 6 managing end-to-end Operations, HR & Admin and General administration as an Assistant Operational Manager for Pearl Tree, a leading distributor of natural beauty, wellness and lifestyle brands like 111Skin, Sodashi, Neom, Coola, Miriam Quevedo, Knesko and Maroc in the Middle East and British Indian Ocean.

· Headed daily Ops Meeting and managed the day-to-day operations starting from order processing, operating the back order in SAGE, scheduling and managing all the deliveries, including ensuring seamless closure of all the Client’s issues.

· Coordinated with the Clients on returning the slow-moving stock in replacement of new stock.

· Hands-on experience in handling consignments, verifying and reconciling stock reports on a yearly basis.

· Responsible for conducting product investigations for any products reported as damaged or expired.

· Prepared and shared new product launch sheets to the retailers for Al Tayer & Faces

· Handled online orders of B2C clients and expedited the dispatches.

· Provided incentive calculation basis the Sales report submitted by the Client and arranged products as per their selection.

· Capable of creating the stock sheet, price list and product database to support the team.

· Ability to gather Artwork, Product Formula, certificate of Analysis (COA) & Free Sale certificate (FSC) from the suppliers in order to do UAE registration for cosmetic products in ESMA & Dubai Municipality (DM).

· Expertise in handling product launch communication to the operations teams along with sharing new launch templates with detailed information about the product.

· Experienced in handling Tender documentation for Emirates Airlines VIP/Private Jet.

· Knowledge of Dangerous and Non-Dangerous goods when handling the import and export shipment.

· Coordinated with all Departmental key stakeholders to gather data pertaining to asset analysis and maintained/tracked Company Asset management.

· Played a key role in supporting the team for audit readiness and handling the export audits.

· Manage Gift with Purchase/Event staffing and all deliveries related to Free of Charge.

· Conducted half-yearly and yearly team performance reviews and reported directly to the Directors.


HR & Office Administrator

· Additionally, as an HR & Office Administrator, built and implemented the operational systems, processes and policies in alignment with the Company’s mission.

· Framed policies, procedures & detailed SOPs from scratch in alignment with the Company’s mission, reviewed the same on a periodic basis and conducted training for the team.

· Managed HR operations, including coordinating interview schedules, joining formalities, handling all employees’ personal and HR-related issues & leave management etc.

· Proved highly experienced in reviewing and helping the team do a SWOT analysis for improving their performance and making their work more productive.

· Managed day-to-day Office Administration, high-level meetings, logistics, catering requirements, including organising significant events externally

· Ensured compliance to the Company’s Health, Safety and Environments mandates to maintain a safe environment


Nov 2011 – Apr 2014 : H.C.I DMCC, Dubai


Procurement Coordinator

· Played the role of Procurement Coordinator, reporting to the Project Manager for H.C.I DMCC, a leading BOH Design & Hospitality Procurement Consultancy, specialized in FF&E and OSE with 50 years of service across 25 countries.

· Prepared and managed all tender documents for projects worth US$ 300 million.

· Raising Purchase orders and following up for the same from the Suppliers.

· Coordinated all collections and tracking of shipments efficiently.

· Displayed the ability to assist in creating proposals and contract documents.

Feb 2011 – Oct 2011 : Aptech Limited, Dubai


Technology Consultant

· Facilitated training to ENOC, Emirates Airlines, Coco-Cola and many other Corporate as a Technology Consultant cum Administrative Officer for Aptech, a global education and training company offering Computer Courses.

· Ensured important document maintenance & availability during the inspection of KHDA (Knowledge and Human Development Authority).

· Published daily reports to higher authorities and provided support for the growth of the organization.

· Efficiently arranged various meetings between Managers with Corporate or with higher officials.

· In charge of issuing all Aptech Certificates to the Students.


May 2007 – Apr 2009 : Cognizant Technology Solution, Chennai, India Programmer Analyst


· Worked as a Programmer Analyst handling a Project involved in coding for AstraZeneca, Parexel, Aglu and other Pharmaceuticals, Clinical Trials.

· Involved in analysis of business requirements for enhancements and Trail building.

CONTACT DETAILS


Email Address
: sowmi-139193@2freemail.com 

Mobile Contact 
: 0504753686

REFERECE

Mr. Anup P Bhatia, 

HR Management & ISO Consultant

GulfJobSeeker.com

feedback@gulfjobseeker.com  

0504753686
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ANUP P BHATIA
HR CONSULTANT

V Gulf jobseeker.com ¥
Helping you mEmnumeu/\

feedback@gulfjobseeker.com

WhatsApp +971504753686 / +971505657275

Human Resource, Management, Market Research & IT Consultancy.
Web Portal | Public Networking Service | Digital Marketing | Web Design

Job Posting | Recruitment | Website Design | Digital &-Viarketing | 150 Certification
€V Writing | CV Distribution | CV Highlight | Video CV | Certificate Attestation | Visit Visa

Gulf Business Offer

enerating Proftabie Leads by Net

We can help generate Business Enauiries
for your company Services & Products.
Zero Advance Fees
Pay our commission once you receive your
payments from leads generated by us

First Impression Management Consultancy.
Post Box No 44052, Dubal
United Arab Emirates.

= International

b £ Cronnization o

tandardization
www.Fimcuae.com

We can help you get 50 Certification
Management Consulting Services
Experts from your Industry available
Consultation on Implementing Systems

Assistance on Expired Certificates Available

First Impression Professional Services
Office No 203, shree Balaji Heights, € G. Road,

Ahmedabad, Gujarat, India





