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Career Objective
To work in strong, forward thinking, progressive and equal opportunity organization where I can apply the knowledge I have obtained, involving maximum utilization of my skills and experience to deliver beyond expectations and meeting the challenges of real life projects.

Work History

Procurement Officer cum Staff Accommodation Manager  
M/S Sharjah Aviation Services (Air Arabia), Sharjah International Airport, Sharjah UAE 
Duties and Responsibilities: As a Procurement Officer
                                       01/2012 to 07/2015
· Ensure availability of Department requirements keeping the stock level stable based on regular analysis.

· Confirm purchase orders/contracts through close analysis of purchases (Equipment’s Parts, IT & all  other general) based on quality, service and price (quotation & contracts).

· Control and coordinate legal, administrative and financial matters related to purchasing.

· Manages the procurement function to meet the overall budget and plan by negotiating with supplier.

· Invite the Yearly Tenders and support the management for smooth close.

· Monitor shipment to ensure that goods come in on time.

· Coordinates with vendors for defective or unacceptable goods and determine corrective action.
· Involve in resolving major issue such as pending deliveries, payments and other purchase related issues.

· Coordinating with all the departments to all their needs as well as procuring of items as per their requests.

· Prepare reports related to Performance, Purchasing, Consumption, and Savings etc.
· Improve the System procedures & records (ERP, Oracle).

· Responsible for developing and continuously maintaining a supplier performance evaluation system.

· Outdoor Purchasing as per the samples or requirement given.
Duties and Responsibilities:  As a Staff Accommodation Manager                              01/2010 to 07/2015
As Employee Staff Accommodation Manager responsible for the administration, security, maintenance and employee welfare within the accommodation facilities and my role will include key responsibilities such as: 

· Ensure that the employee accommodation is well secured and employees are accommodated as per their entitlements in line with the Human Resources Policy. 

· Ensure that all the assets of the employee accommodation are well maintained.

· Ensure that a high level of cleanliness and hygiene is maintained at all times within the accommodation Employ maximum supervision towards the external cleaners, security officers and contractors within the premises.

· Ensure a regular and timely submission of accommodation occupancy report and any other assigned reports by the Director of Human Resources / Human Resources Manager.

· Maintain up to date records of accommodation, which clearly states occupied and vacant space in the accommodation.

· Maintain up to date records of all contracts relevant to all leased apartment and ensure that all renewal documentation are conducted on a timely basis.

· Assign accommodation to the new employees as approved and according to the designation / grade of the employee.

· Ensure that the room is equipped with the standard amenities at any given time.

· Ensure that the meal periods are kept within the operating hours and the employee outlet within the accommodation is maintained clean.

· Coordinates between site & catering services on head count attendance. Quality/Quantity of the food as per service agreement terms and conditions and the approved menu. Arrange the delivery of the food to the sites on time. Maintain the hygienic cleanliness of the kitchen & dining areas and food (hot & cold) storage areas.

·  Maintain a high standard of all bulletin boards and their information.

· To make sure that the transport arrives on time to pick and drop the staff from accommodation to the office and back. If there is any delay or discrepancies coordinate with the concern department. And organize the transport for emergency cases if staff is sick or for overtime duties.

· To submit monthly reports to HR Manager and Perform other related duties as assigned by the other departments (H.R., Airside, Landside, Cargo & Aircraft Eng .Hanger).
Cleaning Projects Ops Supervisor                                                                           02/2004 to 12/2010
M/S Mondial Facilities Management LLC, Sharjah SAIF-Zone, Sharjah UAE 
Duties and Responsibilities:

· Coordinating, managing and delivering cleaning services on yearly contracts such as Airport, Aircraft Interior & Exteriors, Hotels, car parks, ancillary buildings, Schools and Govt. offices etc.

· Managing cleaning records and arranging maintenance and repair of cleaning equipment as required. 

· Deliver training and conduct assessments as required.

· Review, develop and update the relevant work procedures and instructions as required. 

· Managing cleaning supplies with the objective of maintaining costs within budget as well as ensuring that there is no instance where stock is depleted. 

· Perform regular safety reviews, audits and inspections on cleaning works activity. 

· Coordinate with other departments regarding day to day operational issues to ensure that cleaning standard is achieved.

· Carry out periodic health, safety, quality, environment and operational briefing to the Team Leaders & cleaning staff. 

· Handle disciplinary, grievances, and conduct performance appraisals. 

· Deliver refresher training as per the refresher training plan. 

· Preparing the duty rosters Supervisors, Team Leads & Staff. 
· Plan and coordinate with Performance & Planning team and manpower sub-contractor to ensure on-going development of the rosters.

· Control and monitor the performance of subcontractors providing services such as pest control, laundry and feminine hygiene. 

· Perform shift and emergency duties when required.

· Perform and carry out other duties as instructed / directed by the Ops Manager. 
Skills & Interests

· Extremely pleasant personality with the advent of good physique.

· Excellent communication skills with absolute politeness in verbal conversation.

· Immense exposure to the fast paced and high profile work environment through past work experiences.

· Proper conversation and coordination with other team members.

· Strong background in general administrative and office functions;

· Ability to learn and adopt new technologies and given situation fast.

· Making complete Staffing lists, training records, Leave Roasters and Duty Roasters records and so on – literacy skills.

· Ability to supervise a team of staff with an aim to meet the committed performance target in a cost effective and efficient manner.

· Solve problems quickly and not panic.

· Instruct staff effectively and identify their training needs.

· Good interpersonal and people skills and a mature, methodical and responsible approach to work.

· Strong organizational skills, detail oriented, and the ability to handle multiple priorities.

· Ability to demonstrate both good literacy and numeracy skills required for the role.

Education


· Master of Commerce from C.R.R.P.G.College, Andhra University Eluru,  INDIA
· Bachelor of Commerce from ST. Vincent DePaul College, Andhra University, Eluru, INDIA (Certificate attested from foreign affairs)
Technical


COMPUTER LITERACY        : Have knowledge of using various General Software’s, which are necessary        for office use in achieving organizational goals and objectives and well versed with the latest versions of MS Office and Internet Management.

DRIVING SKILLS                 : Holding U.A.E License light driving
Personal Details


Date of Birth

:
09 May 1980
Nationality

:
Indian
Visa Status

:
Under Cancellation of Current Employment
Language Known
:
English, Hindu, Telugu, Tamil, Malayalam & Arabic-Partially
Marital Status

:
Married
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