
















	1)
	ETA –PCS Switchgear Manufacturing LLC, - UAE
	
	May. 2001 to Present

	
	Administrator, Asset Manager & Logistic Controller
	
	     Reporting to: General Manager


	
	
	

	
	· Managed the Portfolio of Administration, Look after assets, provision of products for aesthetical improvement of organization, management of portfolio of Suppliers. Responsible for complete management of Inventory of Raw Materials, Equipments, Resources and Semi-Finished Goods from Forecasting, Requirement-&-Product Identification to safe-guard, mobilize & deliver to the end customer. Provided Process-&-Service totality for the Logistic department in addition to setting new strategies, processes and meeting standards pertaining to GCC laws and/or customer requirements by ensuring cost effective methodologies.

· In-charge of managing complete process of Administrating, Logistic control, Fleet Management, Asset Management, Legal Requirements & Vendor Management.
· Management of Property documents and renewals, permits, Insurances & Annual maintenance contracts meeting the Local Government Policies & requirements.

· Manage & Monitor Office, Factory Administration, IT, Labour Camp & Boarding Facilities, Material Management & Security Management.

· Setting and Controlling allotted Budget; Setting, Monitoring and Controlling Purchasing / Delivering – Cost Wise- Material Wise-Delivery Wise-Quality Wise-Standard Wise.
· Analyzing and Managing Material with Least Wastage Strategy – Disposing factory scrap by identifying best scrap dealers with competitive quotes. Identification of material that can be re-used by either repairing or modifying.
· Organize Inventory by ABC Analysis and to Sell off insignificant materials.
· Managing Material Allocation: Strategically Outsourcing Raw Material Storage, hiring special equipments such as Machineries, Generators, Cranes, Fork-Lifts etc.
· Sub-Contract: Sub-contracting employees by identifying sub-contractors based on requirements for a determined period of time or based on Project contractually.
· Tracking Deliveries: Arranging Shipping Documents, organize Shipments for clearance at GCC borders, arrangement of all Local Authorities documentation as & when required.
· Acquiring Multiple Quotes, Information-&-Data Sheet reviewing, Specification-Quote-&-Terms Comparison against each vendor, Hard core Negotiations; Establishing terms, pricing, standard requirements, delivery, and contracts while procurement & finished good deliveries.

· Monitor goods readiness for movement from factory till the end customer. Identification & Arrangement of suitable carrier, finalization of mode of transport, identification of fleet providers.
· Cash Management: Handling cash management for all the above related works. Management of records / reports for day to day activities. Submission of reports / Approval of funds used from Organizational Management.
· Coordinate with Accounts for delivering Invoices to customers & collection of payments against deliverables. Vendor Payments: Track & arrange payments pertaining to vendors for un-interrupted services.
· Attend Monthly Balanced Score Card (BSC) Meetings, Monthly HSE Review Meetings, Strategic Meetings, Arrange and Attend meetings with Vendor Representatives for negotiation and business relation development. Manage & Record all the data acquired through various meetings & present to the Management.
· Manage Local & Foreign Travel: Arrangement of Air Tickets & Visa, arranging lodging facilities overseas considering best services & economically best for the organization.

· Hospitality: Providing & Managing organization’s Clients, Customers & guests the best hospitality possible by arranging best hotel bookings & local movements to their satisfaction.
· Organize Welfare Activities: Organizing employee welfare activities annually. Arrangement of outings, conducting inter-divisional sports for employee with their families. Organizing Health Camps for employees. Organize New Year & Festival events. Identify local sports competitions & making employees participate to display skills and talents.

	

	
	· Remarkable Milestones:  

	· Effectively Managed the Complete Construction & Set-up of New Factory Facilities sized at 9000 Sq. meters including Office, Labour Accommodation & Masjid.
· Acquired Best Environmental Performance Certificate for the year 2014 from Federal Ministry of Environment & Water Authority. 

· Played a vital role in acquiring OHSAS 14001:2001 Certificate in the year 2013 

· Proven Leadership & Management Skills at Strategic and Operational Levels of Executive Administration.
· Effective Facilities Management & Asset Management to the core.


	2)
	Al Matrood Group of Companies, Al Khobar - KSA
	
	Dec. 1995 to Apr. 2001

	
	Stores In-charge – Raw Material & Finished products.
	
	 Reporting to: Production Manager
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CAREER PROFILE





A highly productive, proactive, detail, qualified, self driven & result oriented professional with proliferating accomplishments in Administration, Facilities Management, Asset Management, Logistics & Fleet Management, Material Management & Cost Controlling. Sourcing Strategies and prospective analysis for Sourcing, Deliverables Calculation-&-Forecasting, Product Identification, Value Analysis, Vendor Management, Demand-&-Budget Management, Expenditure Monitoring, Planning-&-Control, Stock Management, Inventory, Supply Chain Management, Shipping-&-Ministry, etc.. A Professional highly refined in Inter-&-Intra departmental coordination who recognizes the need from a specific department and facilitate the same that has an exceptional edge which precedes the required time, saves cost, is best in quality and possessing best performance constraints. A Professional who closely and precisely monitors the requirement and unseen obstacles in each stage/department of a Project Lifecycle and suggests/equips with the strategies which are considered best for business’ productivity and quality additionally maintaining  time and cost under check, whilst working within the organization’s core values.











Senior Administrator








19 + Years of Experience





Employment Visa [Dubai]





Dubai





Indian





Married





PROFESSIONAL OBJECTIVE





    





Graduate





In pursuit of seeking a new and challenging role in an organization where I can utilize my knowledge, skills, concepts and experience to deliver results in coordination with strategic objectives, whilst working within the organization’s vision, systems and standards, thereby fueling the development for organizational and personal objectives. Having more than 20 years of experience in Material Management, Asset Management, Fleet Management, Vendor Management, Front & Back Office Administration, etc. I strongly believe that I would be highly suitable for the versatile positions related to Assets Management, Administer Logistics & Supply Chain Management. 





Languages: English, Hindi, Urdu    


                     Telugu & Tamil 





MS Office Package





Facilities Management  





DOB: 29th August 1970





CAREER SUMMARY















