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Personal Summary
A highly competent, motivate and enthusiastic administrative Professional with experience of leading/working as part of a team in a busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Possess a proven ability to generate innovative ideas and solutions to problems.
 Currently looks for a suitable position with a reputable and ambitious company.

Core Competencies and skills 
· Quality & service driven with strong professional ethics 

· Good organizational and time management skills 

· Strong Team player with motivational attitude at work 

· Working in a corporate and independent setting 

· Good written and oral communications skills in English 

Education qualification 
· B.Tech IT., From the Syllabus of Anna University [2006-2010] 

· 12 Standard from Higher secondary education board [2005-2006] 

· 10th standard from Secondary education Board [2004 -2005 

Professional certification & trainings
· Stress Management & Team Building 

· Time Management & Leader ship control 

· RIPE an ISO 9001: 2000 certified for soft skills(www.ripeacademy.com) 
· One day Workshop on Animation Techniques in Film Industry.(Anna university ) 

· The Photo’s shop designer 
Career Summary 
More than 4+ years of Experience in Management & Administration 
Currently working as an AMC Supervisor in Finesse L.L.C (Du Facilities)

Worked as an Administrator in IMDAAD L.L.C, Integrated Facility Management Company, Jebel Ali-Dubai from November 2011 to Nov 2014
Worked as a System administrator in COGENT InfoTech Software Pvt Ltd, Perambalur from April 2010 to September 2011 

Profession Summary: 
Facilities OperationSupervisor- DU Project (Administration)
Company: Finesse L.L.C (Facilitating All Du projects- UAE)

Inclusive Dates: Nov 2014 to till Now 

Responsibilities includes
Managing Du facilities with two separate team for Facilities operation& Administration.

Handled Major Client’s projects in UAE & professional in coordinating a full range of facilities-related activities, projects and services, strategic planning, management and operations, facilities leasing and leasehold improvements, facilities maintenance and renovations as well as the ability to read, interpret and update floor plans and drawings for office space layouts

Facilities Support:
· Serves as the primary contact between Customers and management during all facilities operation activities
· Responsible to coordinate with Roster & Coordinators to produce accurate Supportto facilitate all DU AMC operation in UAE.
· Supervise everyday activities of AMC operating process and increase efficiency of team & supporting all FM operation.
· Build and maintain good relationships with business customers, colleagues, contractors, vendors and consultants to facilitate smooth coordination and execution of initiatives

· Prepare reports such as Weekly, Monthly, SLA & KPI, Audit trail report, SR/IR reports, Client Report & follow ups etc.

· Responsible for day-to-day operations and report all anomalies to concerned Team/Dept. 

Services operation Includes:

* Hard Service 


* Security Operation

* Fleet management

* Soft Service 


* CCTV operation 

* Access Control System

* AV /WPS/ Variable Jobs
* Incident/Theft Investigation
* Attendance & Biometric system

Operations Support (Administration):
· Coordinates timely and accurate initiation of all internal and external contractual correspondence

· Prepare contract briefs and revisions summarizing contractual requirements and budgets. 
· Responsible for all administrative functions such as: updating organization chart, preparing of the monthly payroll, compiling daily, monthly and quarterly operation reports, handling mail, rotation schedules, controlling stationery stocks, scheduling and setting up equipment’s required for meetings, receiving and distributing airline tickets, liaising with HR. Liaise with PRO  for passports and visas renewals. 

· Provides job candidates by screening, interviewing, and testing applicants; notifying existing staff of internal opportunities; maintaining personnel records; obtaining temporary staff from agencies.
· Prepare contract change notices, monitor contractor performance, including the reporting and status of contractor and owner deliverables
· Maintain and provide efficient backup to relate to All AMC operation department and ensure to track of all internal and external needs. 

· Monitor all administrative functions as per requirement

· Prepare regular reports, perform audit on various operations and evaluate processes as per business requirements from Clients. 
· Provides technical assistance to staff on operational issues such as personnel policies, purchasing, record keeping, training, risk management and contract administration.

Assistant Operation Administrator- Imdaad
Company: Imdaad Integrated facilities management L.L.C 
Inclusive Dates: November 22, 2011 to Nov 2014
Location: Jebel Ali-Dubai 
Responsibilities includes- Operations
· Administer day to day activities in all departments. Provide technical and administrative support  to project team

· Maintaining professional and friendly communications as the first point of call for general external enquiries and correspondence 

· Assist in the supervision and monitoring of site works and progress.
· Coordinate with relevant Site Team/Engineer on execution of project to minimize impact to FM Operations.
· Assist in obtaining and studying comparative prices and quotations. Make purchasing decisions based on information obtained. 

· Initiate contact with vendors to check on supply and equipment availability, invoices, purchase orders, and contracts. 


· Monitor Site Operation through Maximo, track manpower Utilization, MaterialFeasting& Overtimestamping in Maximo& Preparation of quotation and maintaining records.

· Completion of Service call request as matching with KPI & preparing the Monthly report.

· Arranging necessary documents for billing and variable work orders. Communicate and coordinate with internal departments, suppliers and contractors as and when necessary

· Monitoring of the operational effectiveness of all the departments through the use of established performance measurement techniques, including KPI’s

· Liaising with office contractors, including IT service providers & building maintenance as per project requirement.
System Administrator- Cogent InfoTech (India)
Inclusive Dates: April 2010 – May 2011
Responsibilities includes- 

· Have a good technical network background.

· Ability to explain technical issues clearly to non-technical colleagues.

· Extensive knowledge of Microsoft based operating systems, including Windows Server 2008, and Windows Vista.

· Performing routine audits of systems and software.

· Applying operating system updates, patches, and configuration changes.

· Installation and Maintaining Printers (Local, Network & internet) and VPN (Virtual Private Network).

· Peripherals Installations like PC/LAN hardware, software Local Printer, scanner & Laptop Devices.

Declaration:

I hereby declare that the above information given is true to best my knowledge. 
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Areas of Expertise


Administration


Supervising Operations


Customer Service


Document management


Scheduling/Drafting


Archiving/Planning


Reporting


MAXIMO /CRM / CFMMS


Access Control/EBI Station


CCTV/EKMS/BMS


ITSkills/Troubleshooting


Interactive Qualities


Communication 


Target orientated


Team Leading


Friendly Environment





Existing Details & Info


Visa Status: Employment 


DOB: 05/02/1989


Nationality: Indian





Notice period: Immediately


UAE Driving License








Administration


Assists office staff in maintaining files and databases


Prepares reports, presentations, memorandums, proposals and correspondence


Assigns jobs and duties to office staff as needed


Maintains HR records by recording new hires, transfers, terminations, changes in job classifications, merit increases; tracking vacation, sick, and personal time.


Tracks office supply inventory and approves supply orders


Assists in the preparation of department budgets and expenses


In charge for Administrating and Managing EKMS/EBI/BMS/ EAM/FM Software (CFMMS-Computerized Facility Management Maint. System)


Monitoring the attendance of all employees and prepares reports.










