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Objective 

To provide efficient, healthy value added services with all practical experience gained during my professional career as an “Office Manager” or equivalent in a reputed organization. I am reliable and high caliber person with confident to play a vital role in the overall performance and success of any office & business. Good performer in under pressure & approach and response quickly to any raised situations with positive results. 
Executive Strength 
· Strong office & time management skills.

· Can prioritize and handle multiple tasks while meeting established deadlines.

· Analyzing & evaluating issues to find best solutions.

· Ability to manage changes and adapt to new procedures.

· Liaising effectively with clients, vendors, suppliers and colleagues at all levels.

· Ensuring office expenditure is maintained with budgeted levels.

· Able to plan, prioritize and organize tasks.

· Fast learner, self-motivated, energetic & professional attitude towards work.
· Good knowledge of market promotions strategies. 

· Possessing an enthusiastic management style that keeps staff motivated & engaged professionally.

Education Qualifications

· Degree in Bachelor of commerce from University of Delhi, India.

· Post Graduate diploma in computer application from Delhi, India.
· Schooling from Col. Brown Cambridge School, Dehra Dun, India

Professional Experience
So Creative FZ LLC – Dubai, March 2006 till date

Position: Office Manager
The company is owned and managed by Saudi group. Its main business is manufacturing and trading of building material & security products such as door locks, cylinders, door handles, water pumps, electrical panel board, road blockers and many more products. We are promoting their products in UAE and exhibiting in various exhibitions in UAE. The company too had invested in real estate in various parts of Dubai and the office handles their rents, sales and maintenances.
Job profile summary:
· Liaisons with Dubai Customs, Dubai Economic Department, Tecom immigration, Dubai Foreign Ministry, Dubai Land Department, Dubai Municipality and legal advisors.
· Managing accounts payable, receivable and follow up on client accounts with recovery of payments on timely basis and handling office petty cash.

· Managing bank accounts and capable of doing bank reconciliation.

· Drafting & monitoring all necessary contracts for office, negotiating good terms with clients, vendors, suppliers and all other service providers.
· Responsible for all renewals includes Trade License, Employee Contracts & Visas (TECOM immigration) and property, vehicles & employees insurances. Also, responsible for employee’s monthly payroll, vacation benefits and final service benefits.

· Efficiently organizing & supervising staff to develop good and healthy working environment in order to get best output from them and supervising office filing system.
· Providing office support & coordinating efficiently with staff of other departments.
· Handling all day to day office activities & supervising customer complaints and getting it resolved on utmost priorities.
· Taking care of office supplies & regular preventive maintenance of office equipments.
· Handling real estate investment of the company (Apprx. 100 Million), in terms for maintenance, leasing and sale of property. Preparing and managing all contracts for rental properties with registration in Ejari and for transfer of properties in Dubai land department.

· Liaising with exhibition authority to complete all formalities in order to participate in exhibitions and exhibits various products in various exhibitions for Saudi based sister company, which deals in building material & security products. Also providing support in order to bring various products for exhibitions in UAE.

Shamsan Al Sohaibi & Sons group, Jeddah- April 2002 to Feb 2006
Position: Factory Office Administrator
Company’s main business interest was in manufacturing and trading building materials products such as door locks, door cylinders, door handles, water pumps, electrical switches, electrical panel board and many more products. 
Job profile summary:
· Coordinating in all areas of production for its smooth functioning.

· Update stock of finished goods and raw material on daily basis.

· Request to purchase department for purchase of Raw materials.

· Submitting daily report for finished stock.

· Report and follow up for emergency break down repair of machinery. 

· Record all documents for ISO.

· Prepare and submit factory status report to GM on daily, weekly & monthly.
Excel Security Service Pvt. Ltd – Delhi (India) - August 1996 to Feb 2002
Position: Accounts & Admin Executive

Worked in office administration and personnel department as Executive and my job profile was to look after day to day office work related accounts & Administration including preparing and reconciling bank statements and client accounts, preparing employees salaries and handled insurances for the company. Also provided support to junior staff to improve their performance.
Personal Detail
Nationality 


Indian

Visa Status    


Free Zone Visa (Transferrable)
Marital Status 


Married

Expected Salary


Negotiable

Notice Period


Within a month  

Driving License 

UAE driving license (Light Vehicle)
Hobbies 


Travelling, reading and socializing
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