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Dubai, UAE








HIGHLIGHTS OF PROFESSIONAL SKILLS
· Administration skills, knowledge and experience.

· Expert knowledge of UAE laws and policies for leases and house rentals.
· 2 years experience with SAP (purchase and other related Finance modules).

· Familiar with purchasing orders and finance.
· Computer literate with strong credentials in Microsoft Office (Word, Excel, Outlook, and Power point).

· Effective team player. 
· Over 11 years of work experience in diverse multicultural settings. 
· Willing to learn and adapt quickly to new challenges. 

PROFESSIONAL WORK EXPERIENCE
Baker Hughes EHO, MEAP – ADMIN / HR. 

Senior Administrator  / Relocation Coordinator (   February 2007– March 2015)
Relocation & Leasing Coordinator :-

· Coordinates with Global Mobility to ensure smooth transition for the international assignees in the UAE. 

· Developed policies and procedures and guidelines to facilitate the relocation process for the international assignees.  This has resulted in faster relocation and saving costs
· Overseeing the relocation services provided by the relocation vendors and coordinating the necessary payments to be made with payroll and finance..

· Setting up the Company residential leases for the new international assignees in the UAE. 
· Liaising with the government authorities, RERA for Ejari ( attended RERA cases on behalf of the company) , DEWA and other utility vendors and  land department, etc. for registration
· The renewal & maintenances & Termination procedures  of more than 100 residential accommodations. 
· Double checking the monthly report from relocation company, comparing with initiations from Baker & coordinating with finance for payment, follow ups.
· Coordinating and managing the PR department handling the employment visa and residence visas to ensure timely issue of visas and cancellations when required.
Senior Administrator :-
· Raising SAP  Purchase orders for various departments ,liaising with Accenture to ensure payments are processed. Updating Vendor master file
· Role of Sr Office Coordinator in the shared services centralized   
· Organizing the settlement of utility bills, liaising with government departments, and keeping track of new connections and cancellations.
· Managing company bus fleet for staff pickup and drop off / PO, Invoices and payments 
· Ordering corporate stationeries, keeping updated with the stationary guidelines
· Custodian of the operating / Petty cash for the company. Checking the reimbursement of the PR officers  and submitting the expense to Accounts
Senior Region Administrator (reported to Region Sales Managers).
· Handled a wide variety of administrative function from Training to HR within the Middle East Asia Pacific (MEAP) Region. 
· Organized trainings for MEAP region (accommodations, visas, training manuals, and certificates). 

· Assisted HR in employee recruitment and arranged HR orientation meetings for ne employees. 

Emerson Process Management – Dubai, UAE / October 2000 – February 2007 

Personal assistant (executive support) to the president of the company.

· Arranged travel plans, accommodations, entry visas to various country in the Middle East for VPs and Senior Managers. 
· Arranged executive level meetings for VPs.
· Planned and organized staff events and annual parties for the company.
· Divisional sales support
· Organized technical trainings.
· Coordinated travel arrangements for divisional staff.
· Administration
· Responsible for Jebel Ali Portal procedure for visit visas, transfer visas, employment visas. Familiar with all rules and regulations of Jebel Ali Freezone.
· Liaised with suppliers and issue of purchase orders.
· Organized the set-up of branch offices in countries in MEAP region. 
· Supervised the customs procedure for shipments in and out of JAFZA.
· Liaising with the authorities for the construction of our new facility in Free zone
· Petty cash.  
· HR-related Responsibilities
· Processed visas for new recruits.
· Coordinated with IT helpdesk based in UK for mailbox set ups and transfers.
· Preparing the Exit list of employees

Planmeca Middle East – Dubai, UAE / November 1998 – September 2000

· Role of administrator/secretary to the Area Manager.
· Responsible for the whole Administration.
· Prepared Pro Forma invoices, corresponded with clients, coordinated orders with hospitals and clinics and the Head Office.
· Assisted the after sales and marketing department with customer queries and complaints. 
· Prepared purchase orders for Head Office in Finland.
· Interacted with organizers of exhibitions to display company products.
· Coordinated with the logistics team for smooth delivery of products and other equipments to exhibitions and clients.

· Supervised imports of the products, including clearance formalities and onward delivery to the customers. 

· Maintained the database for agents and their order (in MS Access).

· Maintained the office expenses and preparation of the monthly income. 
EDUCATION
Graduate in Science

LANGUAGES

English, Hindi, Malayalam, 

PERSONAL INFORMATION

Marital Status: 

Married

Nationality: 

Indian

Visa Status: 

Husband sponsorship

Driving Licence: 
Valid UAE driving licence

