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Career objectives

· Provides a challenging, open participative working environment with good career     



Opportunity
· Strives to bring about value addition to self and the employer
Educational Qualifications: 

· Post Graduate Diploma in Human Resources and Management from Kishinchand ChellaramCollege of Management Studies in April 2004, Mumbai, India
· Bachelor of Commerce (B.Com) from Bombay University, India
· Higher School Certificate from Kischinchand Chellaram College, Mumbai. India
· Secondary School Certificate from St.Anthony’s High School, Mumbai, India
Additional Qualifications

· Diploma in Travel and Tourism from IITC in 1992, Mumbai, India
· Diploma in Computer Science and Application from Datapro in 1995, Mumbai, India
Work experience: 
Currently working with Damac Properties Co.LLC, Dubai, United Arab Emirates  from November 2007 till date as  Senior Office Administrative  Coordinator  cum Executive Assistant reporting to Senior Vice President- Projects. 
      HR & Admin Role :

· Arranging interviews for inter departmental positions & send superior’s feedback to HR Dept.

· Follow-up on status of shortlisted or selected candidates with reference to their date of joining.

· Obtain approvals on Staff Leave applications received from Department staff through online application, authorizing them and also approving resumption of duty on behalf of senior.

· Arrange and coordinate business travel through internal travel desk to arrange visa, travel documents, air & hotel bookings, Perdiem international allowances.

· Coordinate/ help other staff in the department on various queries, approvals, applications made for leave, request for passport, mobile/telephone reimbursements, international travel expense reimbursement, visa status etc

· Updating department organization chart:  project staff / teams on site. 

· Updating project allocation details allocated to Project Heads.

· Inform superior about trainings programs for the month and preparing nomination list if applicable.

· Arranging inter-dept office parties and gatherings.

· Coordinating with general procurement department for business cards,office stationery etc.
· Assist in follow-up of performance appraisal forms as instructed by senior .
Diary Management & Meetings:

· Schedule the appointments and meetings both external and internal meetings  by coordinating with superior, other project heads/managers/site coordinates.

· Look into logistics such as meeting room bookings, agendas

· Sending reminders on meetings arranged.

· To interface between members and the rest of departments by providing copies / extracts from the minutes, where appropriate. 

· Minutes of CM/CEO Project meetings and other internal meetings.

Correspondence & Documentation

· Verbal and written communication skills, a confident yet diplomatic manner and the ability to liaise effectively with individuals at all levels. 

· Independent correspondence on quick briefing, preparing drafts 

· Administering emails regarding requests or clarifications 

· Send and receive faxes on behalf of the function and arrange distribution. 

· Receive paperwork for approval of the Vice President. 

· Tracking of documents like Request for Approvals (RFAs) and Goods Received Notes (GRNs), Payment details  on system for approvals
· Interact with marketing department for to collect marketing brochure for new projects launched.

· Maintain filing system- business files & correspondence.
· Screen the incoming mail and organize for mail delivery. 
Daily Reminders

· Preparing a daily reminder list for superior and reminding him about it to response or look into it along with other things to be completed on his list for the day.

Reports

· Follow up all actions items with staff and report status- I,e.  gathering, compiling, preparing and submitting required reports by coordinating with inter-department staff  for data and info such as status/ target of appointments of consultants, contractors, project commencement and completion dates, confidential data, company details etc & updating them time to time.

· Sending reminders to project team to generate weekly/ monthly /reports such PCR reports, elemental cost reports, weekly site reports, project milestone reports. 
Events Management
· Arrange inter departmental events such as Dhow Cruise, Desert Safari, Iftaar  Parties, Staff Dinner parties, Staff Birthday parties, Picnis, Dolphin Shows, Staff lunch , farewell parties
            Communication:

· Verbal and written communication skills, a confident yet diplomatic manner and the ability to liaise effectively with individuals at all levels. 

· Maintain and build strong relationships with managers and staff across the organization, i.e. other Head of Departments, Procurement Managers, Project Managers, Project team, Legal & CRM.

· Coordination with Development department and getting design guidelines, master developer guidelines etc for records and reference.

· Interaction with document control department to retrieve required information /data etc as asked by the Superior.

· Interacting with Project Development department to collect all necessary info required from plot specifications / affection plans to help contract / procurement department to float RFAs for tenders.
· Answer telephone calls, address queries (where relevant) or redirect calls appropriately to concern manager and take messages. 
            General

· Monitor the accuracy, completeness, quality and timeliness of all office activities. 
Ensure strict confidentiality of all documents/reports in accordance with office and company ethics
· Assisting other secretaries if they require information or guidance on general routine work, procedures of the company.

· Assist seniors on online subscribing for various project related services Arrange and keep status of courier documents received and sent.

II) Human Resources & Administration Head cum Office Manager.

Worked with Ventures India , Mumbai, India (An Interior & Architectural Firm) from December 1997 to March 1998 (Part- Time) & joined them Full time from April 1998 to Oct 2007 

As an HR& Admin Manager, I have played a leading role in organizational development and key members to   initiate procedures and look for talent. I have worked  from Selection, Interviews & recruitment, induction, preparing KPI, job descriptions, grades & scales, restructuring the organization, developed Performance Appraisal system ,incentive schemes,. Employee retention, preparation of Company Policy Manual, Offer Management i.e. Negotiating salaries / terms of job with potential candidates to get them on board, Motivating employees, Training programs and Talent Acquisition,  handling employee grievances and resolve them with amicable solutions . 
Business Development & Customer Service Role, I was also in charge of preparing and updating company profile for client presentations & attend to enquiries from existing and prospective clients.
As an  Office Manager, I was responsible for overall day to day work of the organization,  banking activities, in-charge of monthly running expenses, funds, upkeep of office and workshop , arrange picnics, parties, record and update of services providers 

Job responsibilities and Authority:
A) Manager- Human Resource and Administration

Resourcing/ Recruitment Process

· Receive CVs from different resourcing channels (job portals / recruitment agencies, word of mouth)  based on specification
· Short listing CVs as per job requirements
· Sending to HODs/Line Mangers for review  and feedback

·  Ensuring  availability of candidates in Interview; 

· Conducting preliminary interviews at all levels through walk-in interviews 

· Organize & conduct Interviews as per appointments
· Send regret letters to candidates not selected; 
· Retain relevant resumes for future referrals

· Selecting the right and suitable candidates for required position

· Create offer for the finalized candidate

· Send offer to the candidate and obtain confirmation 

· Respond to candidate questions during the offer process

· Issue letter of appointment to the selected candidate 
· Complete joining formalities on day one 

· Induction program for new recruits about company’s goals and norms. 
 Resourcing File Management
·  Create Personal Folder for all new hires; 

·  Creating an internal database of candidates for future referrals

·  Check and verify staff database / record for all details.

· File all relevant documents and communications had with the staff

Manage Recruitment consultant’s agreement database and update 

· Interacting with Manpower Recruitment services on regular basis to maintain   cordial relations to avail best services from them when the need for a opening / vacancy arises as well as providing information about the post, profile, personality traits etc for the vacancy prevailing in our organization.

· Finalizing general terms and conditions while entering into contract for availing manpower services from recruitment agencies & maintaining records for future reference and renewal of services. 

Performance Appraisal system for the company

· Created a Performance Appraisal system for the Company.

· Assist other Head of Department (HOD) in annual Performance Appraisal procedure and submit report to Chairman & Managing Director (CMD)

Company Policy Manual

· Preparing a Policy Manual for the Organization covering rules and regulations related to HR, Project activities, Leave rules, Compensation, Bonus. Incentives and Overall Company ethics ,bearing in mind the benefit of the Employer and Emloyees.

i) Current & proposed organization structure, ii) Job designations, iii) Defining Grades, Scales, iv) Leave Rules , v) Define Compensation structure for all levels with minimum tax burden for the employee, vi) Preparation of List of employees entitled for Bonus every year, vii)To prepare Company annual declared holiday, viii) Expenses Reimbursement policies.
Monthly Payroll 

· Verifying salary list of employees details to be send to bank by subordinate 

· Checking details of work/ output by staff on freelancing and calculating dues for every month

· Solving queries of staff relating to their salary accounts

· Checking attendance register / leave records of the staff for calculation of salaries 
Leave Management

· General Checking of the attendance register, maintained as per norms
· Maintain and record the all Leave Status of all employees 

Staff Welfare 

· Staff welfare organizing by conducting meetings with other HODs to get feedback on employee welfare. 

· Obtaining feedback and inputs from staff and new recruits about the organization to gauge their level of satisfaction and involvement.

     Training & Development

· General Development & Training Programs for staff on new softwares.
· Collecting information about training programs for various departments  

B) Job Responsibilty as an  Office Manager:

General :

· To call and conduct for internal meetings 

· Check and Verify emails and miscellaneous office documentation 
· Submitting general office report to MD 

· Delegating and supervising admin work to Senior Executive Admin 

· Checking details mentioned in Outgoing/ incoming courier, STD logbook, incoming/ outgoing telephone logbook, attendant’s book etc.

· Organizing gifts during festivals for staff and clients, Organizing internal office parties/ festive occasions/ office picnics.
· Interacting with service providers in renewing of annual contracts , monitoring and follow-up of their services regularly such as IT, Telephone, Softwares etc.

· Coordinate with senior admin executive for organizing MD’s personal holiday, traveling details, miscellaneous correspondence, family parties.
· Managing the budget and provision of office equipment, IT and Stationery
· Self-correspondence

· Delegating & overseeing work of the office assistant and attendants 

· Office / workshop maintenance

· To solve queries of staff relating to Administration and Administering the day to day activities of the firm
C)Financial activities under the purview of Office Manager 

· Checking timesheets , processing payroll which included Signing and issuing salaries, 
· Issuing payments which included office rent, internal transfers payments and fixed monthly expenses cheques amount as certified, company bills
· Checking and verifying account vouchers submitted for running expenses

· Coordinate, Keep record of incoming and outgoing funds
· Issuing project related payments,Maintaining records of all payments issued to site supervisors, Coordinate with staff for expense report for reimbursements
· Coordinating with Banks for bank Guarantees, and matter related to bank functions, reconciliation,
· Monitoring  cashflow forecasting, expenditure tracking, job costing, financial reporting, annual returns and  liaison with external accountants and audit procedure.
D) Responsibilities of Business Development & Customer Services along with sales & Event Management 

Assisting procurement staff  in rate analysis 

· Preparation of BOQ for submission to clients 
· Preparing net project expense summary,  

· Prepare and assist in raising final bills of clients with details from project coordinators, Interacting and follow-up with clients for payments , 

· Correspondence , Interacting with suppliers and contractors for project related work

· Store incharge and management of Retail outlet ‘Loomkraft’ (a branch into Luxury Home Furnishings), incharge of stock upkeep, analysisng sales and stock reports , understanding of market trends , manage and support brand events and sales promotions, arrange exhibitions, store management and display and attain to Client and customer services feedback from time to time, positively promoiting the brandthrough, on-line marketing and advertising,tie-ins with 3rd Party service providers. 
III ) Blaze Tours & Travels Pvt. Ltd, Mumbai, India from November 1997 to March 1998
Designation: Executive Assistant to Director & Client Service Support
Job responsibilities:

· Attending telephone calls 

· Reminders

· Co-ordinate & fix meetings

· Organizing office activities like parties, picnics and get-togethers etc

· Organizing seminars and programs  by contacting Eminent Speakers from the Industry .
· Drafting letters on quick briefing
· Coordinate and Liase with Domestic and International Travel Desks on VIP clients and confirming their travel details and hotel bookings.

· Contacting new companies for business prospects 

· Fixing business appointments 

· Handling client rail bookings

IV) Atem Finance Pvt.Ltd, Mumbai, India from August 1995 to August 1997
Designation: Administrative Executive.

Job responsibilities:

· General data entry

· Drafting letters on quick briefing

· Filing letters/ documents

· Handling accounts 

· Portfolio tracking program ( share purchase & application, fill transfer forms, investment portfolio)

·  Attending telephone enquiries and providing information to prospective clients regarding sale and purchase of Land & property of Uniland Estates, a division of Atem Finance Pvt.Ltd .
V) Other Additional Experience as a Hobby  & interest in Facilities Management from  June 2012  till Date  

It is my interest and a hobby into  management  of facilities whereby helping in upkeep of Residentail Units of a friend from time to time:

· To keep update with local rental rates,calculating overhead costs, Obtaining referrals from current friends, contacts for the unit vacancy, explaining advantages of location and services, assist in drafting documents , guidance  on Dewa/Internet/Ejari Service processes, Coordinate housekeeping and  followup on upkeep, coordinate with Building Maintenance department for miscellaneous repairs, wear and tear of the unit, assist in rent formalities if requested and update details, track monthly service bills such as Dewa, Internet, annual maintenance charges, car park formalities, gas supply charges etc.
Professional Traits:

Team worker, Result Oriented, Sincerity,  Dedication,  Excellent Communication Skills, organisational and interpersonal skills
Personal traits: 

Adaptability/flexible, Motivated,Optimistic Approach, Confident 
Spoken Languages: Spoken Languages: Fluent - English, Hindi, Gujarati 

Written Languages: English, Hindi
Other Interest: Traveling, listening to music, watching films, driving, live shows theatre, fashion designing, swimming, yoga / gym.  

