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Objective:-
 As an Administrative Officer I want to coordinate and control all activities in an Office effectively and efficiently which would help the organization to achieve its objectives and goals with satisfied customer.

Educational Qualification:-

Bachelor of Commerce from Osmania University, Hyderabad, Telangana State
Technical Working Knowledge:-

MSWord, WINDOWS, EXCEL, PowerPoint, WordPerfect, Internet/E-mail System, 
Certificate:-

Obtained certification in Human Resource Management through ATL
Personality Attributes:- 

Communicative and Social

Team Player, result oriented and ability to work under pressure

Analytical, Environmental Analysis, Interpersonal and Network Skills
Profile Snapshot:-
Gained exposure in managing day-to-day administration operations of the organization while meeting goals of the company 
A seasoned result-oriented ‘Administrative Professional’ with in-depth expertise of 10 years in a reputed company while managing a wide range of operational areas in relation to ‘Administrative aspects’ and ‘Management of Personnel, Facilities & Industrial Relations’.
Thoroughly proficient to display my capabilities while handling the Administrative activities viz. coordination/liaisons with various internal and external authorities, record maintenance including the attendance/wages/statutory compliances records and manpower management.

Possess an intensive exposure to administrative operations including time office system maintenance, conveyance/accommodation arrangements & vehicle registration/documentation and facilities management.
Excellent knowledge in manpower management, having hands-on experience of recruiting workforce as per project requirement.
Proven ‘communication’, ‘inter-personal’, ‘motivational’, and ‘information technology’ skills to effectively enhance various industrial operations
Key Skills in Administration:

To facilitate and monitor all Administration activities, employee development and recreational programmes
Locate staff housing, setting up new office and infrastructure development with high-end facilities.

To manage the overall activities of the office by ensuring quality service to the employees, customers, and clients on continuous basis


To liason and interact with all governmental/private bodies as per the requirements.


To promote better work culture based on teamwork, trust and transparency in communication.
To co-ordinate all contractual agreements and maintain a working relationship with contractors, vendors and suppliers.


To be responsible for the recruitment formalities like interview scheduling, man power sourcing, liaison with agencies, arranging travel & accommodation facilities for the interviewers


Preparation of all data banks related with new employees, visa status of all new recruits, issue of appointment letters, checking the arrival formalities of new employees, in consultation/ coordination with HR Department


To ensure the cost effectiveness in all administrative functions and see that the infrastructure and resources are utilized in full to avoid wastage and implement high standard of House Keeping and evaluate the effectiveness periodically. Also to arrange the required accommodation facility for the employees as and when required.


To ensure the smooth functioning of all office automation i.e. EPABX, photocopy machines, fax, machines, smooth functioning of courier, post box related matters


To provide necessary assistance to organize various events/programmes for the employees

To assist in evolving an effective system for getting proper feedback from employees and convey the same to the management to make appropriate changes in policies

Maintains records, prepares reports, and composes correspondence relative to the work.

Executes plans, policies, and programs in business and financial affairs, property and equipment, supplies, housekeeping, clothing, food service, stores, forms.

Supervises the revision of rules, regulations, and procedures to meet changes in law and policy.

Knowledge of the principles and techniques of administrative management including organization, planning, staffing, training, budgeting, and reporting.

Ability to plan, direct, and coordinate program and administrative activities of a complex, interrelated and interdependent nature, where unknowns and numerous contingency factors are involved.
Ability to establish and maintain effect relationships with government officials, private industry officials, professional personnel, and maintain favorable public relations.
Professional Experience:-
Present Organization: Larsen & Toubro Limited – Qatar

Company Profile: Larsen & Toubro Limited (L&T) is India's largest engineering and construction conglomerate with additional interests in Electricals, electronics and IT. The Engineering and Construction (E&C) Division forms the biggest segment in Larsen & Toubro Limited’s business portfolio. This division is capable of carrying out turnkey projects in core industry sectors on EPC basis.
Position:    Officer - Administration

From: 11.01.2005 to till date.
· Manage the Office Administration function.
· Arranging Boarding & Lodging facility to all the visitors & staff from other country on daily basis.
· Co-ordination along with the HR Manager for mobilizing workmen as per project requirement.
· Booking of Air Tickets for all Staff and visitors in coordination with the Travel Agency.
· Issuing Demand letters for all kind of service providers / workmen for embarkation to Qatar for work VISA.
· Monitoring of all office administrative matters and arranging day to day requirements of office maintenance i.e. Stationery, Pantry, Dining Facility etc.,
· Scrutiny of Fortnight Air Ticket Invoices and forwarding to Accounts with Certification
· Scrutiny of Monthly Conveyance, Hotel Bills, Service Agency Bills etc., & forwarding the same to Accounts with Certification.
· Arranging Business meetings, exhibitions & Business party as & when required.
· Monitoring of all leased agreements for Office, Guest House, Camps, staff accommodations etc., and renewals as & when expired. 
· Supporting administration activates to sites
· Co-ordination with site related to Employees visas, mobilization, renewals,
· Co-ordination with PRO with entire visa related issues, follow up for new visa application, medical appointments and clearance, and arranging Residence Permit stamping and renewals

· Co-ordination with HR & placement Consultants for recruiting labors of various nationalities as per visa availability and to meet project requirements and arranging interviews
· Co-ordination with site Admin related queries & issues if any
· Highlighting incidence of irregularities and noncompliance to superiors for necessary action
· Executing transactions in line with Company authorization guidelines wherever applicable.
· Maintaining Time office record on day to day basis
· Maintaining Database & track record of all Employees workmen & staff
Personal Details:-
Date of Birth

:
27.02.1985

Nationality

:
Indian

Languages known
:
English, Hindi, Telugu & Tamil

