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Dinesh  

Dinesh.15243@2freemail.com  
Supervisor – Administration Support Services
Location:
United Arab Emirates
Education:
Bachelors Degree 
Experience:
19 Years, 3 Months



Target Job

Target Job Title: Administration, Procurement & HR 
Career Level: Management

Career Objective: High calibre administration and support services expert with 19+ years of extensive experience of working in several functions including human resources, facility management, procurement and inventory control, budgeting and financial planning, and relationship management. Well-versed in the implementation of standardized company policies, planning cost reduction programs, initiating and completing critical projects, and achieving organizational objectives on a consistent basis. Exploring senior managerial opportunities with reputed companies, in order to utilize acquired knowledge and skills to create greater impact in the human resources & administration and procurement functions.

Employment Type: Employee Employment Status: Full time Notice Period: 1 month or less
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Personal Information

Birth Date: 31 May 1975 (Age: 40)
Gender: Male

Nationality: India

Residence Country: United Arab Emirates

Visa Status: Residency Visa (Transferable)

Name in Arabic: ﻲﻟﻮﻧﺎﻛ

Marital Status: Married

Driving License Issued From: United Arab Emirates

Experience (19 Years, 3 Months)

Supervisor - Administration Support Services
Job Role: Administration
May 2002 - Present
KEY RESPONSIBILITIES:
Support Services Management:
· Spearheading the services department operations, rolling-out the annual roadmap for the unit, and formulating budgets based on robust cost analysis and expense forecasts. 
· Providing direction to administrative functions, including office facility management, business correspondence, public relations activities, sales coordination etc. 
· Drafting, editing, and finalizing various company policies / procedures, and promoting compliance with them through distinctive awareness activities. 
· Conducting effective surveys for analyzing pay scale compliance with the changes prescribed in the country’s relevant laws and regulations. 
· Maintaining regular communication with suppliers to ensure adherence to quality and delivery parameters and assessing vendor performance to update the management. 
Project Coordination:
· Preparing project execution plans, and handling end-to-end coordination between project team members, to ensure seamless workflow and timely delivery. 
· Maintaining expense records on a regular basis, and ensuring budgetary control to ascertain that projects do not exceed approved cost limits. 
· Collaborating with the General Manager and Managing Director for the planning, implementation, and completion of special projects. 
· Administering control over back office functions, resolving client escalations / complaints, and visiting company outlets in order to ensure that all operations are running smoothly. 
· Handling the leasing contracts for renting company premises, negotiation pricing with the place owners, and maintaining the upkeep of office environment. 
Office Administration:
· Managing travel arrangements for company directors, management employees, and staff members for various business trips, vacations etc. 
· Interacting with event planners and venue providers for booking suitable venues for the organization of corporate programs, conferences, etc. 
· Handling accountability towards the management of company vehicles and leased cars for business as well as personal use of directors and management team members. 
· Maintaining control over the company’s stationery stock, and making all required material available to staff members, from time to time. 
· Managing end-to-end activities related to procurement of office supplies, receiving quotations from various vendors, comparing prices and placing orders.
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Human Resources Management:
· Providing leadership and guidance for the implementation of recruitment cycles based on identified manpower requirements for several open job positions. 
· Participating in the recruitment & selection process, planning induction of new hires, providing on-the-job training and assigning responsibilities to employees. 
· Administering the company policy and code of conduct and ensuring compliance with standard operating procedures across all departments. 
· Understanding and resolving employee issues, providing them with necessary advice as required, and guiding them to perform to the best of their abilities. 
· Handling all aspects of the employee health and welfare plans, liaising with third party service providers, and completing the documentation and due diligence procedures. 
· Developing and sustaining a highly motivated, structured, and cross-functional workforce by promoting team work within the organization. 
Financial Administration:
•Managing various aspects of the head office facility, right from mailroom administration, storage, and purchasing operations, to shipment deliveries and inventory control.
•Initiating and implementing cost saving drives to reduce company expenses through effective contract negotiations for Etisalat, DU, DEWA, FEWA and SEWA (Semi Govt Organisations).
•Analyzing operational expenditures on a regular basis, and deploying various cash flow management initiatives to ensured controlled budget utilization.

Project Officer
at WPSI (A Thapar Group Company)
Location: India
Company Industry: Construction
Job Role: Administration
March 1997 - May 2002
KEY RESPONSIBILITIES:
· Involved in the cost analysis for all company projects, estimated operational budgets, and accordingly finalize the annual budgetary allocation for the projects department. 
· Collaborated with company advisors to render effective legal assistance on various issues, and resolved several critical company matters. 
· Managed the day-to-day functional of clerical and secretarial staff members, allocated work and conducted timely follow-ups to ensure task completion. 
· Assessed the performance of all staff members on a periodic basis, provided constructive feedback, and handled their appraisals for the term. 
· Developed and deployed the company’s employee induction program, and ensured that the process it complied with for all new recruitment cycles. 
· Procured office supplies from time to time, including stationary, furniture etc, through effective coordination and negotiation with authorized vendors. 
· Generated work progress reports, submitted them to the senior management, and implemented measures to improve operational productivity. 
Education

Diploma , Environmental Law
at World-wide Fund for the Nature
Location: Delhi, India
Completion Date : June 2002

Diploma , Secretarial Practice
at Bharathiya Vidya Bhavan

Location: Delhi, India

Completion Date : June 1996 
Bachelor's degree , History, Economics
at University of Kerala
Location: India
Completion Date : June 1996
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CERTIFICATIONS:
· Certificate of Participation in the Supervisory Development Programme (SDP) from Paris Gallery LLC, United Arab Emirates in 2007. 
· Certificate of Attendance in active participation of Travel Coordinators Workshop from Emirates Aviation College, United Arab Emirates in 2004. 
· Certificate of Participation in Leadership Development Program from Institute of Leadership and Management, United Kingdom leading provider of leadership, coaching and management qualifications and training. 
Skills

Support Services, Office Administration, Facility Management
Level: Expert

Strategic Planning, Budgeting and Forecasting, Expense Estimation
Level: Expert

Contract Management, Supplier Relations, Pricing Negotiations
Level: Expert

Office Suppliers Purchase, Procurement Operations, Shipment Receipt
Level: Expert

Project Coordination, Task Prioritization, Manpower Planning
Level: Expert

Recruitment Cycles, Selection Process Monitoring, Employee Induction
Level: Expert

Business Tour Schedules, Travel / Accommodation Arrangements
Level: Expert

Employee Relations, Employee Affairs, Health and Welfare Plans

Level: Expert

Liaising and Coordination, Stakeholder Relations, Staff Management
Level: Expert

Team Leadership, Decision Making, Problem Solving, Progress Reporting
Level: Expert

Oracle Office Management, MS Office, Internet & E-mail Applications
Level: Expert

Procurement, Purchase Order Management, Sourcing Strategies
Level: Expert

Supplier and Contractor Management, Inventory Control, Procurement & Negotiations
Level: Expert
Languages

Malayalam
Level: Native | Experience: More than 10 years
Hindi
Level: Expert | Experience: More than 10 years

English
Level: Expert | Experience: More than 10 years
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