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In quest of senior level Managerial assignments in Office Management / Administration with a growth oriented organistion.
Preferred Industry: Construction / Manufacturing / Logistics

Preferred Locations: Sharjah / Dubai / Ajman

APERCU
· Diploma in Human Resources Development professional with 25 years of rich & extensive experience in General Administration, Office Operations and HRM.
· Currently associated as Office Manager.
· Contributing in managing all administration operations, entailing staff development, mapping office needs, assets audits, time office, P&T and stores audits & administration documentation.

· Expertise in implementation of the guidelines as per the local legislation and corporate systems, procedures, practices & related regulatory provisions.
· Stellar at working in close coordination at all levels from Business to Business, Business to Consumer apart from presentations to Senior Level Managers. 
· An effective communicator with good presentation skills and abilities in forging business partnerships with business partners and collaborators as well as dealt with government agencies.
COMPETENCY MATRIX
Office Management

General Administration


Policy Mapping
Analytical Skills


Client Servicing



Liaison Management
Petty Cash Management

Transportation Planning 


Procurement


Training & Development

Troubleshooting Skills


Team Management
Mobilisation Management               Resources Management
· Liaising with logistics and Central Waste Management Centre for construction waste in consultation with corporate policy.
· Pivotal in designing and implementing new office policies.

· Effectively maintaining the office correspondence and supporting with various departments at HO.

· Efficiently managing resources for the project.
· Working on devising permission matrix for IT users and coordinate with IT helpdesk.

· Interfacing with Estate department for welfare of the operatives.

· Mobilisation of New Office setup.

· Managing transportation planning for employees as well as monitoring Time Office, Stores, P&T and Inventory Management.
· Conducting analysis of clock in & out of staff & operatives.

· Stellar in designing a filling system, thereby ensuring that these systems are up-to date.

· Carrying out audit for automated office and maintaining communication among various departments within the office.

· Delivering reports and presentations regarding finances to the senior management.

· Organising team meetings for the site.

· Organising of Resources as and when required by coordinating with LMS / HR 

CAREER CONTOUR
Since Feb’08 
The Career Graph
Feb’08 – Mar’10

Office Manager; The Lofts – Emaar
Apr’10 – May’10   
Office Manager; Head Office – Dubai

May’10 – Apr’12
Office Manager; EMAL – Taweelah

Since Apr’12

Office Manager; Dubai
Key Deliverables

· Overall Management of Admin Affairs & Staff

· On deputation to Audit company Assets.

· Additional charge of Security Team in consultation with EMAL

· Handling multiple sites – ENOC; DAS Theme Park; Meraas Outlet Mall
Notable Milestones
· Distinction of being credited with the Highest Corporate Value Award conferred for taking innovative initiative steps for verifying records of entire one year to identify the men who had 0% absence for one whole year.

· Ensured that all are recognized in the organisation, so that others too encouraged to follow the suit.
Aug’97 – Jan’08 with Alufluoride Limited, Visakhapatnam as Admin Manager
Basic Manufactures of Aluminium Fluoride
Key Deliverables

· Worked in close coordination with Local Labour Office & Central Excise Department.
1990 – 1997 with Abhilash Synergetic Constructions & Exports, Visakhapatnam as Asst. Admin Officer

Real Estate Developers & Exports
Key Deliverables

· Handled the additional charge of salary computation for staff.
PROFESSIONAL QUALIFICATIONS
· HSE under Certificate to Operate- Office Safety Course from Al-Futtaim Training Centre, UAE in 2010.
· Diploma in MS Office from Pegasus Soft Solutions in 1999.

· ORACLE Application: Handling the Manager Service through Oracle Program for Workers Status change Absent Management Transfer Management Employee information and Probation Appraisals.

· PM Web Version: Trained to manage all project related documentation through PM Web
· Web-Based Project Management software brings more usability, convenience & value to companies of any size and industry. It doesn't require dedicated technical specialists to maintain and support. It is up and running in seconds. Web-based project management tools improve the project communications and the overall productivity of the team.

SCHOLASTICS
· Diploma in Human Resources Development from National Institute of Labour Education & Management (NILEM), Chennai, India in 2003.

· B.Com. from Andhra University, Visakhapatnam, India in 1983.
PERSONAL DOSSIER
Date of Birth: 

4th October, 1964.

Linguistic Abilities: 
English, Hindi & Telugu.
Driving License: 
UAE Valid Driving License

Visa Status: 

Residence.

Reference: 

Available as on request.

