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-----------------------------------------------------------------------------------------
Career Summary
An administration and management professional with 4 year UAE experience seeks a challenging and rewarding position in a growth-oriented organization, which offers diverse job responsibility in the field of administration and will fully utilize my educational qualifications, knowledge and managerial abilities.
-----------------------------------------------------------------------------------------
UAE Work Experience
LLC - Facilities Management, Dubai.
Administrator December 2010-   Present.
Responsible for the planning and co-ordination of all administrative activities. Effective co-ordination with the subcontractors, customers and management. Supporting the projects team in order to maximize production output through efficient planning.
Key Rolls
· Orientation and management safety induction to staff 
· Coordination with client, venders, suppliers. 
· Preparation of permits and coordination for approval. 
· Procurement of materials. 
· Monitoring day to day project operations. 
· Receiving, prioritizing  and assigning maintenance compliance 
· Managing subcontractors. 
· Updating reports after liaising with engineers, supervisor and technicians. 
· Meeting and greeting client and visitors to the office. 
· Managing manpower and transport. 
· Preparation of tender/ quotation, invoice, statement of accounts, Bill of quantities, internal purchase requisitions. 
· Updating and maintain the holiday, absence and training records of staff. 
· Preparation of purchase orders and invoice tracking. 
· Supervision of documents filing. 
· Handling incoming and outgoing documents and calls. 
· Supervising the work of office juniors and assigning work for them. 
· Preparation of Expense statement and cash vouchers. 
· Float Cash Management. 
· Coordination and deployment of staff and labours. 
· Preparation of registers, ledgers and monthly reports. 
· Monitoring CAFM system. 
· Knowledge of BMS. 
· Supporting supervisors to prepare service reports. 
· Arranging and stocking of materials and spares. 
Projects managed with Gulf
· Hotel – Dubai 
· RAK Bank – Dubai and RAK 
	•
	NOVOTEL Multi-Purpose Building
	– Duba i

	•
	Al Bahr Towers
	– Abu Dhabi

	•
	Exicujet Air Hanger
	– Dubai

	•
	Daira Tower Estates
	– Dubai

	•
	Rolls Royce Office
	– Abu Dhabi


• Al Ain Zoo
– Al Ain
-----------------------------------------------------------------------------------------
	Work Experience in India
	
	
	

	Keerthi Sanitary Ltd.
	
	
	

	Administrator
	2004
	-
	2010


Sales of building and construction materials including steel, hardware, sanitary, paint etc. Quantity survey, preparation of tender/ quotation, supervision of the installation and maintenance of plumbing and sanitary equipment for various building projects.
-----------------------------------------------------------------------------------------
Nikil constructions
Site Supervisor
2001
-
2004
Supervising the daily activities of site, dealing with client and venders managing
manpower and transport.
--------------------------------------------------------------------------------------
Academic Qualifications
· Bachelor in Law  (University of Bangalore, Gove. of Karnataka, India 
· NEBOSHCertifications. 
· Diploma in MS office application 
· Certifiedin emergency first aid (DCAS) 
· Certifiedin Fire warden – Level 1 & 2 . 
· QMS certification 
-----------------------------------------------------------------------------------------
Languages Proficiency:
English, Hindi, Tamil, Kannada and Malayalam.
-----------------------------------------------------------------------------------------
Personal Profile:
	Date of Birth
	
	:
	31/05/1976

	Age
	
	:
	38

	Gender
	
	:
	Male

	Marital Status
	:
	Married

	Nationality
	
	:
	Indian

	Visa Status
	
	:
	Employment Visa


----------------------------------------------------------------------------------------
Passport Details:
	
	
	

	
	
	

	
	
	

	Place of Issue
	:
	Trivandrum, Kerala, India


-----------------------------------------------------------------------------------------
I hereby declare that the information furnished is true to the best of my knowledge and
belief.
-----------------------------------------------------------------------------------------
