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OBJECTIVE 

To secure a career in Administration & related areas in a reputed organization, which appreciates professional approach and hard work; by utilize my knowledge, experience & skills; contribute towards fulfilling the organization’s growth objectives, thereby develop my career and exposure. 
SUMMARY OF EXPERIENCE 

        Having more than 6+years of UAE experience in Hospitality Industry.
                with UAE Driving License
· Capable of handling Administrative and Public Related Assignments.
· Capable of handling Human Resources related Assignments.
· Capable of handling day to day Accounting

CAREER HISTORY 

Employer

:  Middle East Group of Hotels & Companies, Dubai, UAE
Position 

:  Office Administrator cum HR Executive 
Period of Service
:  December 2007 to May 2014 

Assignments

:  Administrative, Public relation and Human Resources, Accounts
Employer

:  Sakeer & Associates (Chartered accountant Firm) at Calicut, India 

Position Held

:  Auditor cum Accountant
Period of Service
:  April 2005 to October 2007
Accomplishments 
:  Accounts, Undertook Auditing of corporate clients

Employer

:  Access Consultants at Calicut, India
Position Held

:  Accountant
Period of Service
:  April 2004 to March 2005        
Accomplishments
:  Maintenance of Books of Accounts and up to date reporting
Employer

:  Tax Matters at Calicut, India
Position Held

:  Accountant
Period of Service
:  April 2003 to March 2004     
Accomplishments 
:  Assisting in preparation of tax matter
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ACEDEMIC & PROFESSIONAL QUALIFICATIONS

Bachelor of Commerce              :   Calicut University, Kerala, India           2002
Technical Skills
· Through knowledge of Windows 7, MS-Word, MS-Excel and Internet & E-mail
· Advanced Computer Application (One Year)

· Accounting Package  –Tally, Peachtree, DACEasy
CAREER ACHIEVEMENTS

Administrative and Public Relation
· Serve as the first point of contact for all matters pertaining to personnel and administration dept.

· Manage and oversee entire administrative operations of the organization independently 

· Handle communications for commercial and public relation 
· Company Trade License & Insurance policies renewal process 

· Keeping a record of Tenancy Contracts  related to Company accommodation

· Taking care of office infrastructures  such as equipment, supplies and assets maintenance

· Maintain a cordial and effective working relationship with all government authorities and other third parties dealing with the company 

· Fleet management – Vehicle Sale / Purchase, Registration Card Renewals, insurance claim in case of vehicle accident.

· Keeping a track of all renewable documents with a help of Alerting system 

· Instructing / advising subordinates to complete their assigned tasks in time & perfectly

· Dealing with Dubai Tourism and Commerce Marketing for permission.

Human Resources:

· Recruitment  and Selection of employees as and when required
· Documentation and preparation of employee details  

· Handle processing and completing all necessary formalities related to visa, work permit, medical tests, labor contract and labor card of employees as well as safekeeping of passports

· Cancellation of visas, work permit cards and collection of visa security deposits

· Monitor Payroll and Management Reporting Activity.

· Air Ticketing for staff and directors.

· Responding timely for all incoming mails.
Accounts:      

· Maintenance of Books of Accounts.

· Preparation of monthly Profit and Loss A/c and Balance Sheet.
· Payroll processing and salary disbursement to employees.
· Monitoring the bank transfers and reconciliation.
· Sending daily status report to Financial Controller.
· Verification of daily sales reports of branches.
· Verification of invoices for payment and preparation of cheques subject to the approval of Financial Controller.
· Statutory payments like DEWA, Etisalat, EPPCO. Etc. 
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PERSONAL PROFILE

Gender                                                  :    Male
Date of Birth                                         :    03-03-1981

Nationality                                            :    Indian

Marital status                                        :    Married

Languages Known                                :    English, Hindi, and Malayalam.
Visa



          :
  Visit visa 
PERSONAL STRENGTHS

Ability to take up challenges and adapt quickly to a new environment. Experienced in completing the task in deadlines. Willing to experiment and try out innovative, flexible in experimenting and trying out innovative ideas.      

