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Mobile: 971505905010 / 971504753686
CAREER OBJECTIVE
To work in progressive organization where my skills and talent will be utilized and learning opportunities will be provided so as to enhance my competencies for better and improved performance

Work Experience                                                                      
 Total : 06 years 03 months
India PVT LTD., India                                                                     Sr. Executive -Administration

Jan 2014 to Nov 2014 (10 months)

Duties and responsibilities

· Responsible for general and office administration

· Local purchase and general administrative procurement including office stationary, printing, pantry, housekeeping and first aid material

· Local vendor relations

· Invoicing and payment of invoices

· Facility management

· Travel and transportation arrangement including hotel, air ticket, ground transportation, visa and emigration requirements.

· Housekeeping and front office

· Guest relations

· AMC’s administrations office equipment’s, pantry equipment’s, computers, air-conditioning etc.

U.S. Military base for DynCorp (Prime Projects International).                     Sr. Executive -Administration
September 2010 to December 2013 ( 3 years 2 months)


Duties and responsibilities
· Responsible for office and base office general administration 

· Manage daily office requirements stationary, Office equipment’s, Pantry, First Aid kit and other office requirements.)
· Use computer word processing, spreadsheet, and database software to prepare reports, memos, and documents
· Sort incoming mail, faxes, and courier deliveries for distribution

· Maintaining  facility  management of the office (managing all kinds of electrical maintenance, Air conditions service, Housekeeping, and other routine office maintenance)

· Obtaining necessary approvals from Head of  the operation

· Generating purchase orders  for all purchase of office equipment’s

· In warding all equipment’s and verifying the quality/Quantity of the goods.

· Ordering and maintaining stationery equipment

· Sorting and distributing incoming post and organizing and sending outgoing post

· Liaising with colleagues and external contacts to book travel and accommodation.

· Organizing and storing paperwork, document and computer-based information
United Spirits Private Limited                                                                                      Executive -Administration
September 2009 to August 2010 (1 year)

Duties and responsibilities
· Maintaining Purchase documents

· Forecasting total expense of the Office

· Inviting suppliers quotations and making comparison and selecting the best quotations

· Taking necessary approvals from the management

· Vendor negotiation, for best deal price.

· Giving assistance to Admin manager.

· Generating POs for office purchase equipment’s

· Assisting HR team in any employee grievances such as Attendance, and other issue

McDonalds India Pvt. Ltd.) 









Office assistant
May 2008 to July 2009 ( 1 year 3 months)
Duties and responsibilities

· Keeping records of the office equipment’s and all store equipment’s such as furniture, Kitchen equipment’s, display boards and Air conditions.

· Identifying vendors from Supplier Web and Just dial 

· Keeping records of scrap material and disposing them as when approval received.

· Purchase of uniforms, Caps,Gloves,afron,and others outsourced store material

· Maintaining attendance system in store and giving exact data to HR. 

Educational qualification and certifications

· Bachelor of Arts  from Mangalore University – Graduation year 2005
Grade - 62%

· STCW -95 courses (FP & FF,PST,PSSR,EFA)
· Completed Computer Hardware Engineering 

· Diploma in computer application with tally  

· Certificate of Food Safety from I.I.H.M.( Approved by the UGC Govt. of India )  
Personal details 

· DOB/Age

:         
25th April 1985 / 29 years

· Marital Status

:         
Single

· Place of issue        
:         
Bangalore/India
· Language Known   
:         
English, Hindi, Kannada, Tulu, Malayalam, Konkani, 
· Visa Status           
:         
Visit Visa 
· Availability

:
Immediate
