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                    Seeking a Position as Co-coordinator/Admin support /PRO 

Career Profile

· Dynamic, skilled co-ordinator, office Administrator/ PRO with international working experience of 2 years in Dubai, performing human resources duties.

· Adept in handling personnel Visa Process, files management and departmental functions.

· Effectively balance employee needs with company policy. Multi-tasking capabilities in a deadline driven environment, willing to collaborate with a cross-functional team.

· Strong strategic and analytical capabilities combined with ability to identify problem, analyze possible solutions and determine best course of action.

· Efficient in oral/written communication skills. 

· Well versed with Computer Application – Windows XP & 7, MS Office and general office automation works.

· Competent to manage time well; work with ease under pressure and minimal supervision.

· Punctual, hardworking with positive attitude and eager to learn more.

Professional Experience
	· Co-coordinator, Admin support man power supply ,Dubai ,UAE (2013 to 2015) 
·  Assistant PRO, man power supply , Dubai, UAE (2013 to 2015)

· supervisor, construction company ,Hyderabad, India (2011 to 2012)

· Admin executive ,Customer Service Representative (Front Desk), country club, Hyderabad, India (2010 to 2011)




ALMASS BUILDING CLEANING SERVICE LLC

  Job Profile: co-coordinator 
· Coordinate all administrative and business functions and make sure that they are properly done without delay.

· Payroll administration.(WPS salary processing)
· Making invoices of payments.
· Purchase Invoice Verification and Payments
· Making quotation and agreement for the contract of manpower
· Preparing Employee Expense Reports.
· Generating and maintaining corporate accounts.
· Verification of Wages and Salary Payment Register
· Maintaining Accounts Payables and Accounts Receivables
· Verification of Invoices, Debit and Credit Vouchers.
· Coordination with Internal and External Auditors. 
· General office administration functions.
· Answering questions and solving problems for clients by listening, collecting data.
· Resolve client requests and questions promptly, courteously, and professionally.

· Complete required reports and records accurately and promptly.

· Recognize, document and alert the supervisor of trends and recommend process improvements as per customer’s feedback.

· Identify, research, and resolve customer issues using the advanced process and tools.

· Giving maximum productivity by attending more calls and resolving the customers issue / queries in less time.

· Activating employees Debit & Credit Cards

· Follow up customers cases when applicable.

· Hot listing for lost or captured ATM cards

· Helping employees with balance enquires

· Training agents and providing them with the proper tools and information

· Monitoring calls, evaluating quality assurance and compliance procedures

· Preparing shift scheduling

· Delivering updated Information to support  agents by conducting regular meetings

· Checking Quality, data quality and overall contact flow against processes

· Handling escalated issues which cannot be resolved by agents

· Supporting and interacting with other departments to resolve client request

· Informing client about results and delivery timing estimates for their requests
· In-charge of all government and labor department related work e.g. Visa handling, medical related issues & handling of Chamber of Commerce & Ministry of labor for all the staff in the organization
ALMASS BUILDING CLEANING SERVICE LLC

Job Profile: Admin support
· Manage the operational activities of the office, set priorities; establish and assign priorities; ensure schedules are maintained and deadlines are met; develop processes and procedures for department

· May be responsible for multiple locations; may serve as personnel coordinator for work unit

· Perform non-routine and confidential administrative duties, and proxy responsibilities as authorized in absence of administrator

· Assist in the resolution of employee relations and other human resources issues

· Oversee departmental hiring, training, and evaluation of assigned support staff

· Maintain office files, procedures, and manuals; maintain distribution lists and/or databases, verify and enter information

· Initiate and process a variety of financial/human resources forms; approve as authorized

· Maintain calendars and schedule/cancel appointments

· Responsible for the distribution of incoming and outgoing mail; open, sort, and prioritize mail

· Prepares reports including conclusions and recommendations for solution of administrative problems.

· May interview job applicants, conduct orientation of new employees, and plan training programs.
· Creating company corporate profiles.
· Coordinates collection and preparation of operating reports, such as time-and-attendance records, terminations, new hires, transfers, budget expenditures, and statistical records of performance data.
· Answering telephone calls and writing and reverting via email
· Replying to emails received from new customers enquiring about the company products & fixing appointments with new clients with the company sales representative.
· Banking transaction, such as collecting and depositing cash, special clearance for big amount cheque. 

· Maintaining sufficient fund in company account.
· Maintaining of employee’s data both manually and electronically.
ALMASS BUILDING CLEANING SERVICE LLC

Job Profile: Public Relation Officer (Assistant PRO)
· Arranging Medical and Employment, Visit, Transist Visa and Lab our Card in Immigration &   Labour for employees and directors.
· Compiles and maintains records systematically of personnel details, such as passport, visa expiry, May participate in resolving labor relations issues.

· Maintaining and arranging company accommodation for employees and guests

· Update Trade Licenses and Tenancy Contracts.

· Dealing with Labor, Immigration, Municipality, Court, Police, Authorities, Economic department, Customs Dubai & Sharjah and all Government departments in a professional manner.

· Making travel arrangements for all employees and visitors.

· Filing of staff records for bank accounts, visas, and other requirements. 

· Have total responsibility for personnel, safety, security and company transportation. 

· Responsible for issues pertaining to license and other governmental documents. 
· Processing of utility bills payment (Etisalat, DU, DEWA) for Executive Management, staff accommodation, office buildings.
Qualifications

· Bachelor of Commerce computers (B.com, Computer) from Anwar ul uloom Degree College affiliated to Osmania University Hyderabad, India
Computer Knowledge

Office Suites: MS Office 2007, (Word, Excel, PowerPoint), internet 

Certifications
· Fire safety course with a civil defense ministry of home affair India.
· Civil engineering on General works supervisor conducted by (NAC) National academy of construction, India.
Personal Particulars

Date of Birth: 05 June, 1990
Languages known: basic Arabic, English, Hindi, telugu, urdu, 
Visa Status: Residence Visa
Holding valid UAE Driving License 
Nationality: India 
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