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Gulfjobseeker.com CV No: 94614


Mobile +971504753686, +971505905010  


cvdatabase[@]gulfjobseeker.com


To contact this candidate use this link


�HYPERLINK "http://www.gulfjobseeker.com/feedback/contactjs.php"��http://www.gulfjobseeker.com/feedback/contactjs.php��Office Administrator


�PERSONAL SUMMARY �


A team player, with a commitment towards personal and professional growth, who possesses a long track record of over 7 years working in various administrative roles, coupled with good PC skills and the ability to communicate confidently at all levels. I am driven by a highly organised approach, with plenty of initiative and a genuine desire to contribute to the overall productivity of an organization.��Currently seeking a key administrative support role, where I will be bestowed with the responsibility to drive the administrative processes within the organization and be a contributing factor towards its growth.��


CAREER HISTORY��AC FIRST, LLC – Kandahar, Afghanistan


ADMINISTRATIVE ASSOCIATE                         Oct 2012 – Apr 2014  


�Duties


Perform a variety of general administrative support tasks; prepare reports and correspondence; maintain project files according to company policy


Operate all office equipment, PC computer and printer, 10-key calculator, and reproduction machines�
�
Handle all incoming and inter-office calls in a courteous and professional manner�
�
Promptly, thoroughly and accurately disseminate telephone messages to management and employees�
�
Gather special report material, forms and summaries at the request of management�
�
Schedule appointments, requisition supplies and complete routine office reports �
�
Process incoming and outgoing mail correspondence   �
�
Verify timesheet accuracy; prepare vacation schedules and vacation timesheets


Maintain employee roster for all sections


Coordinating and communicating activities for the Office, including all employee events. �
�
�AC FIRST, LLC – Kandahar, Afghanistan  


SUPPLY SPECIALIST                                           Jan 2012 - Oct 2012 


�Duties:


Assist with receipt, storage, documentation, processing and delivery of supplies  �
�
Marks and prepares labels for tri-wall and BII boxes�
�
Operate 5 ton truck, Bobcat, and forklift for loading and unloading material�
�
Perform inventory on BII, CROW and other equipment/ items�
�
Sorting, categorizing and storing equipment and material�
�
Research and assignment of NSN to various unlabeled items


Wash and prepare tactical vehicles for issue to War Fighters


Inspection and PMCS of tactical vehicles �
�
�
�
��








AREAS OF EXPERTISE


Office management


Process optimization��Policy Management��Filing & Data Management   ��Scheduling & Calendaring��Meeting & Event Planning��Vendor Management ��Writing correspondence


Reception Duties ��
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PERSONAL SKILLS


Service orientated��Responsiveness��Leadership skills��Professional judgement��Problem solving ��Decision making��Problem solving   


Energetic��Self control ��Excellent communicator


Tactful & articulate������


��





�








BIN HAMOODAH AUTO (GM Dealership) – Al Ain, U.A.E  


WARRANTY ADMINISTRATIVE CLERK               Apr 2009 - Sep 2011 


�Duties:


Evaluate and approve any warranty repair in dealership for General Motors vehicles as Chevrolet passenger cars, GMC light & medium trucks. Ensure work performed complies with GM policies and procedures.�
�
Prepare Field Product Report and Product Information Report to be forwarded to GM for the purpose of product quality feedback. 


Carry out Technical Assistance Center (TAC) Report and forward to GM for any difficulties in repair of vehicles to supply data information for counter measures to be taken. 


Assist technicians in diagnosing and troubleshooting of GM vehicles entered in our workshop to facilitate more efficient repairs. Serve as TAC Contact.


Update TIS and ESI as sources of information to diagnose and troubleshoot the vehicles.


Report any abnormalities and malfunction of equipments and ensure optimum performance for better service productivity.


Obtain approvals of Area Technical and Warranty Manager (ATWM) on prior approval programs for High Amount repairs, Other Labor Hours.


As Warranty Administrator prepare posts and approve warranty claims for submission and payment to the manufacturer. Responsible for authorizing in-warranty repairs and coordinating exchange and prior approval programs. Run reports, log and recap technician flat rate hours.


Post all warranty, policy and GM claims with labor operations, time and all other information required by manufacturer to be allowed for payment.


Verify technician clock and comments on claims; also verify parts return on claims


Verify all criteria required by manufacturer prior to submission of claim


Verify warranty eligibility;  Arrange, log and follow-up return of engine/transmission exchange program


Analyze Warranty Trend Analysis for trends and recommendations�
�



COMBAT SUPPORT ASSOCIATES (U.S Defence Base) – Buehring, Kuwait  


ADMINISTRATIVE CLERK                                     Aug 2007 - Aug 2008 


�Duties:


Drafting business letters


Scheduling business appointments, requisitions supplies and complete routine office reports


Updating Daily, Monthly, Annual & Overall reports


Maintaining the financial section


Issuing salary to employees


Maintaining Employee roster


Maintaining Project filing according to the company policy


Downloading details of different equipments for referencing part numbers  for orders


Actuate all office instruments like Computer, Printer, Xerox and Fax machines 


Operate all office equipment, PC computer and printer, fax machine, 10-key calculator


Answer telephone calls in a polite and proficient manner. Promptly, thoroughly and accurately disseminate telephone messages through the organization and workforce


Schedule appointments and process incoming and outgoing mail�
�
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PROFESSIONAL


MS Office ��Adobe Illustrator��Adobe Photoshop


Adobe PageMaker


Macromedia Flash


Auto-cad


Safety Training (ASG KUWAIT)


Hazmat Course (ASG KUWAIT)


US Army Vehicle License


Certified SAMS-E operator


Languages: English, Hindi, Tamil and Malayalam
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DECLARATION





“I hereby declare that the above particulars given are true and correct to the best of my knowledge.”��





COMBAT SUPPORT ASSOCIATES (U.S Defence Base) – Beuhring, Kuwait  


MECHANIC ASSOCIATE                                         Mar 2006 - Aug 2007


�Duties:


Full range of maintenance, servicing and modifications on HMMWV, FIVE-TON & HEMMIT subtypes


Performing mobile operation as per Movement Slip and move all combat equipment


Maintenance of Air System


Replace all mounting bushes


Maintenance of cooling system.


Maintenance of lubrication system.


Maintenance of fuel system.


Modifications of the vehicle.


Replacing all drive train seals


Replacing suspension arms, torsion bars, stabilizer bars, etc  as per the maintenance manual


Maintenance of power steering system


Checking the condition of Battery


Maintenance of electrical wiring and charging systems


Measuring and replace of gauge panels, light, Switches, horns, electrical gauge units, temperature sending units, fuel gauges and battery gauges 


Wheel Alignment of the vehicle using computer.


Operation of NTV, HMMWV, FIVE-TON, HEMMIT, HEMMIT-PLS, Forklift-6K & Trailer-Dunn �
�



PIONEER AUTO & ENGG. WORKS (Maruti Suziki D’ship) – Kannur, Kerala  


MECHANIC ASSOCIATE                                         Nov 2001 - Apr 2003 


Duties included full range of maintenance, periodic servicing, breakdown attending and modifications on Maruti Suzuki sub-types.





ACADEMIC QUALIFICATIONS ��Chhattisgarh University,   				2001 - 2004 �B.Com��The Institution of Motor Industries, Chennai, TN                 1998 - 2001�A.M.I.M.I Diploma Examination�(Engineering Drafting; Workshop Calculation & Science)��Chovva High School, Kannur, Kerala			          1998�SSLC�











���








