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Objective:
Per-sue a Senior Administration, Resource & Logistics Management Roles, where I can utilize my proven people oriented skills to develop & Promote a positive work environment to assist the company in the accomplishment of its business goals.
Key Skills: 
· Ability to work in a busy environment & able to manage the day-to-day duties of the section independently.

· Wide range of experience in Admin,Resource,Procurement,Sales & Logistics Client relations.
· Excellent computer knowledge of Hardware installation & Configuration, Trouble shooting & net working, internet & PABX Systems. 
· Good documentation skills & accurate typing skills in English (55 w/m)

· Efficient team player in multi tasking driven to learn and apply new ideas & skills. 

Work Experience:  

Total 15 years (13 Years in Middle East & 2 Years in India)
May 2014 – Till Date

M/s. Emirates Trading Agency (M&E Division Dubai -UAE) 
Working as Sr.Executive Administration, Resource & Logistics for overall MEP Projects Management (M&E Head Office) for Dubai & Northern Emirates.
Dec 2009 – May 2014

M/s. Emirates Trading Agency (M&E Division Dubai -UAE) 
Worked as Sr.Administrative/Logistic officer for overall MEP Project for Dubai International Airport Terminal–III, Expansion Project, (Concourse III) Client - Dubai Civil Aviation (DCA) & Contractor - Al Jaber LEGT Engineering & Contracting (ALEC). 
Jan 2009 – Dec 2009
M/s. ETA Ascon Star Group (ETA-Star International Taweelah Abu Dhabi -UAE) 

Worked as Administrative officer for 2000MW Combine Cycle Power Plant Project for EMAL (Emirates Aluminum smelter Complex project    Phase - I ) Main contractor - SNC Lavalin/Worley parson Joint Venture.
Oct 2006 – Jan 2009

M/s. Siemens-ETA Consortium (Dubai-UAE) 

Worked as Administrative officer for 800MW Simple cycle Power Project (Al Aweer Gas Turbine Power Station ‘H’– Phase III) for Dubai Electricity & Water Authority (DEWA).
Oct 2005 – Sept 2006 

M/s. Mitsubishi-Toshiba Corporation, (Dubai-UAE) 

Worked as Site Administrator/ Procurement officer for 700 MW Combine Cycle Power Project (Jebel Ali Power & Desalination Station ‘L’– Phase I) for Dubai Electricity & Water Authority, (DEWA) 
Dec -2004 to Sept 2005
M/s.Doosan Heavy Industries & Construction Co. Ltd (Sohar/Barka-Oman) 


Worked as Site Administrator for 685 MW Combine Cycle Power plant Project (Sohar Power Plant Phase I) for Sohar power company (SGCC/SPC) & 735 MW Combined Cycle Power Plant (Barka II Power & Desalination Plant) for Oman power and water procurement company (OPWP).
Nov 2002 to Nov 2004
M/S.Doosan Heavy Industries & Construction Co. Ltd      (Fujairah-UAE)



Worked as Document Controller/Admin Asst. for 100 MIGD water and 656 MW Combine Cycle Project (Fujairah Desalination and Power Plant) for Union Water and Electricity Company (UWEC).
Job Responsibilities for the above projects:
Administrative/Resource/Logistics 

· Handling and solving site administration/Logistics issues related to the project, and ensure timely completion of the projects requirements with DCA/DAR/Airport security pass department.
· Arranging In-house security guards for various M&E project sites/Stores as per requirements.

· Scrap disposal from various M&E Projects (Ferrous and Non Ferrous) scrap materials, arranging quotations from local vendors and clearing scrap materials on time from project site to avoid any issues from Client and arranging the same through proper scrap disposal procedure.

· Arranging in-house workers to the project sites as per the site requirement from client (category wise) if in-house workers are not available, immediately initiate for arranging supply/subcontract workers to avoid delay in work progress or recruit within the time frame of the project.
· Gate pass arrangements, daily coordination, meetings with DCA/Airport pass department for obtaining passes for our Staff/Workers & Subcontractors (Landside & Airside).
· Liasoning with HSE & Security Department of M/s. Alec CRM (main contractor) & Airport security zone police and CID in case of any manhandling & worker issues at Concourse III Airport Project.
· Projecting security guard requirements at C3 as per client request for energized areas, deployments on sites and ensuring security procedures being implemented & controlling the workmen within the site limits.

· Coordinating and management of site mobilization and de-mobilization, such as setting up Porto cabins for site offices and camp facilities and arrangement of various site and camp required resources. 

· Coordination and correspondence in regard to all administrative work between client and sub contractor for overall projects.

· Coordinating with hospitals and site clinic, during site accidents and injuries for company employees & updating the same through mail to our management & main contractor Safety and Security department the condition of patient on day today basis. 

· Coordinating and solving issues in regarding with legal issues, such as municipality, police, RTA and etc.

· Arranging all kinds of welfare facilities for workers, staffs as required by clients /safety departments as per code of standards and specifications. 

· Controlling of security guards and clearing all disputes related to the site security issues.

· Daily manpower report submission to the main contractor to ensure the head count for all our employees. 
· Monitoring and controlling daily influx of Employees strength of about 16,500 with regards to attendance and timekeeping for preparation of salary muster roll for all division projects.
· Coordination between head office and site, related to accounts and Human Resource issues.
· Management of Project vehicles, by arranging for vehicle registration/renewal, Ambulance approvals from medical services, solving accident related problems and insurances.
· Managing division transportation of 150 various fleets like staff transportation, workmen transportation, Material transportation for M&E Division offices, projects & stores.
· Transport Co-ordination for workers & Staff viz-a-vie new vehicle requirements repairs and maintenance and reversals plant vehicle replacement & Repairs for timely and smooth movements for entire division with monthly expense calculations. 
· Coordination with Emarat head office for  monthly invoice and arranging funds on timely based upon usage of petrol and diesel for our division vehicles.
· Coordinate the scheduling of company’s transport to ensure smooth execution of the business for all projects.

· Investigate and identify new opportunity, efficiencies & improvements in the transport operation.

· Maintaining the transport database and ensuring flow of information.

· Handling and reporting petty cash day-to-day expenditures, monthly payroll arrangement for staff & Laborers.

· Self-Correspondence, Typing, Telex, Fax & other all General Office routine work.

· Delegation of maintenance workers/staff for electrical, plumbing, fabrication, A/c and carpentry works for the office requirements.
· Administrative support for logistics and stores with regards to shifting/relocating containers, material & equipment between site & Stores.
· Staff/worker/sub-contractors inductions arrangements with ALEC (CRM-Safety) and ETA safety department.

· Collating and printing HSE related Vendor SHE Appointment document and submission to ALEC after due signatures of respective Foremen, Supervisors, Managers and Engineers.
· Subcontract/supply manpower invoice certification every month on actual working days and hours.
· Monthly reconciliation of attendance for staff & workers and forwarding to the accounts department for smooth salary payments.

· Preparing of Payment Vouchers, Salary Vouchers, calculation of budgets & follow-up with accounts department.
· Organize and ensure daily workers/staff & Subcontractors attendance collection and collation through finger punching system at site on daily basis and submitting to the main contractors for daily manpower records. 

· Coordinating with gate passes/ID Cards for overall project staffs and workers by using Gate Pass software Magic Card Avalon five, ID Soft & SKM-. 
· Arranging DEWA Gate passes for overall project Engineers/ staffs as requirements.
· Costing, Invoicing, making payments towards invoices and updating all the entries of accounts.  

· Controlling of passports and updating day to day visa renewals and etc.

· Arranging Visit/Transit/Employment Visas, Air tickets, Hotel Accommodation, Transportation for all Staff when ever necessary as per project manager approvals. 

Technical 

· Performing Analysis of Suppliers, Review of Material Requirements, sending Inquiries, Review of Quotations (Technical & Commercial) etc, Negotiations & Finalization of Quotations with the Suppliers & Issuing LPOs.

· Looking after all store consumables and material requirement to the project on day to day basis.

· Build strong relationship with customer agents & delivery requirements are completed in time.

· Independent handling day-to-day entry of orders, managing dispatch and overall logistics, commercial work and man-management.
· Review of Material Requirements Handling Import & Export activities of overseas orders. 

· Daily site visit & checking of the work schedule & Preparation of Internal Memo.

· Handling Documents Incoming & Outgoing, Punch list & Defect card co-ordination & Discussion with clients. 

· Preparation of Inspection Notification & submission to the consultant.

· Hardware installation & Configuration & Trouble shooting with computers. 

· Controlling all type of Material /Equipment related to all Departments.
Educational Qualification:
· Diploma in Mechanical Fitter from Industrial Technical Institute (DSCG Polytechnic), Chikmagalur Karnataka India.

· Bachelor's in Business Administration (BBA) Jaipur University (Completion in December 2015) Jaipur Rajasthan India.

· Diploma in Refrigeration & Air conditioning Technology (R&AC) from BDPS Mangalore Karnataka India.

· Course completed in Automobiles under the Karnataka Minorities Development Corporation Chikmagalur Karnataka India.
· Course completed in screen printing & motor rewinding from DSCG Polytechnic Chikmagalur Karnataka India.
· X Standard (High School) Completed in Chikmagalur, Karnataka, India.

Computer Qualification:
· Diploma in System Management (DISM, APTECH) Chikmagalur, Karnataka, India.

· Operating systems: 
Microsoft Windows XP, 2000 Server, NT Server & Linux
· Applications:

Microsoft Office (Word, Excel, Power point, Outlook, Photoshop, 




Multimedia, HTML, MS Dos & wings Accounting Lite.
      
Work Experience in India:
Dec 2000 to Jan 2002
M/s. H.F Engineering Works/ M/s. Classic International,   Chikmagalur/Bangalore Karnataka India 
Worked as Maintenance Supervisor.
 Mar 2000 to Nov 2000

M/s. Water Jet Group of Companies Chikmagalur Karnataka India.




Worked as Factory In-charge.
Job Responsibilities for the above companies:
· Supporting Business for day today .Preparation of Inquiries, Purchase Orders, & Follow-Up etc.
· Every day site visit, preparing inspection notification & reporting to head office.

· Independent handling day-to-day entry of orders, managing dispatch and overall Admin,logistics, commercial work and etc.

· Production, costing, data preparation for valves, pumps & components, Calculation of Machining time, Labour charges & Records etc.Preparation of Presentation & Catalogues.

Other Accomplishments:
· Holding Valid UAE / Oman Driving License 
· Accurate Typing skills and can get along well with all nationalities. 

· Traveling, Reading, Music, Net Surfing, & keen to learn different Languages.
Personal Details:
Nationality

: Indian 
   
 

Date of Birth

: April 04, 1978            
 

Marital Status
               : Married

Languages known         : English, Hindi, Urdu, Tamil, Kannada, Konkani, & Tulu.


Visa Status
    
: Residence Visa 

References

: Available upon request
*******
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