	


Career Objective :

To be associated with a progressive organization that gives scope to apply my knowledge and to be a part of the team that dynamically works towards the growth of the organization. 
Key Skills

· Good Communicator

· Good record keeping skills

· IT literate

· Logical and well organized

· Team Player

· Time management
· Mobilization of New Projects (Site, Camp etc) 
· Warehouse Management 

· Staff Facilities and Accommodations Officer
· Significant practical experience in Office, Site and camp Administration
· Contract Management 

· Excellent knowledge in Microsoft Office Applications 

· Strong Administration Skill 

· Very good experience in oil and gas projects

· Asset Inventory

· Facilities Management (Soft Services) 

· Facility Management Coordinator (Soft Services and Hard Services)

· Well experienced in preparing standard operating procedures including Healthcare Sector
Professional Experience: 

Present 
· Worked with Believers Church Medical College (India) as  Support Services Manager from July 2015 to Feb 2016. Reporting to Chief Operating Officer handled the following jobs:
· Housekeeping 
· Laundry
· Pest Control
· Linen Distribution and Management
· Staff Accommodation Management

· Coordinating with engineering department for the status updating and follow up of daily maintenance request logged at helpdesk. 
· Sub Contractor Management
· Operations Support 
· Staff Uniforms

· Procurement of various hospital linen items

· Payroll management of all outsourced staff

· Invoice verification of all Subcontractors with in Support Services Department. 
· Preparation and updating of all Standard Operating procedures for Housekeeping and laundry as per Hospital infection control policy. 
· Worked with Pioneer Support Services LLP (India) as Operation Manager in their Healthcare Sector (Facility Management-Soft services and Office Services) from June 2014 to Jun 2015. Reports to Managing Director
· Worked for Qatar Shell GTL as Site Manager under contract with ESS Compass and handled the following jobs from 2012 July to 2014 May. Reporting to Project Manager
· Senior Leadership position managing operational Soft FM site support services on the Shell GTL, the world’s largest gas to liquids plant. Whilst maintaining client, stakeholder liaison at senior level to ensure the services are in line with the client’s needs.

Responsible for 208 multi-disciplined staff including 2 office services managers. Scope: 8 office buildings (600,000 sqft / 4,000 staff capacity), 2 warehouses and 18 satellite locations (300,000 sqft).
· Management of Five office building with occupancy of more than 4000 staffs. 

· Management of Project Camp and related facilities. 

· Preparing camp site operation manuals and updating as required. 

· Managing Transport for the project

· Facility Management Coordination (Soft Services and Hard Services. 
· Managing Helpdesk operation for Qatar Shell Support services.
· Verifying inventory of office supplies.

· Managing Asset inventory for all office Equipment.

· Coordinate with HR for employee related issues.

· Conducting KPI audits. 

· Handling administration for 500 project employees. (Time sheet, vacation request, training  for newly recruited staff etc)

· Managing bookings for all conference rooms and arranging PA system projector etc. prior to meeting

· Mobilization of offices for the new project team. 
· Desk allocation for the new arrivals
· Preparing Job Descriptions for Facility Management staff as per instruction from HR  

· Management of staff canteen. 

· Procurement for site operation
· Landscape for Plant Office Building 

· Managing all reprographic centers and stationary supplies to offices and offshore operation.

· Preparing policies and procedures for HR, Admin and operation. 

· Managing all pantries in Office Buildings

· Housekeeping and cleaning for all office building and site.

· Updating all housekeeping QA/QC documents compliance with client QA/QC policies and conducting Monthly QC audits. 

· Verifying MSDS for all cleaning chemicals and update. 

· Verifying all cleaning equipment is in good condition and check for PM schedule. 

· Schedule staffs for required trainings as per guidelines from Shell.    
· Verifying quotations  from suppliers and send to procurement for issuing LPO

· Pest control for all Office Buildings
· Managing events such as safety campaign, health campaign, recognition, awards, and media visits etc.

· Reception Management 

· Managing all the sub-contractors with in the project.  

· Managing Landscape for Office Premises
· Handling petty cash.

· Verifying invoice from suppliers and Sub Contractors and send to finance for payment. 
· Managing housekeeping, pest control and water delivery for GTL plant.  
· Middle East LLC, Abu Dhabi

Designation – Accommodation Manager and Acting Hotel Services Manager (From October 2010 to July 2012) 

Project – Tourism Development and Investment Company Saadiyat Island Development  Reporting to Project Manager
Major Role Involved:

· Administration and Soft Services of Construction Village (20000 Capacity Camp divided into four clusters 
· Soft services for TDIC Project Offices

· Project Office Management 

· Assist CSF team to set up SOP.

· Conducting KPI audits

· Managing Hotel Services. 

· Appleby International ME Properties, Abu Dhabi                                                         

Designation – Sr. Camp Administrator in their Al Jimi Workers village Project (9000 Capacity Camp) from December 2009 to September 2010. Reports to Admin Manager
Major Roles Involved 

· Mobilized the camp after construction.

· Monitoring all tenancy contracts and coordinating with leasing departing for the tenancy contract renewal and new contract.

· Monitoring all housing allocation based on tenancy contract 

· Coordinate with HR department regarding general staff issues.
· Verifying monthly invoices from service providers and submit to client for payment. 

· Monitoring all housing report such as Resident Master, Mandays Report, and Daily Occupancy Summary Etc.

· Asset Management for accommodation, kithen and maintenance.

· Coordinating with Maintenance department for daily maintenance issues in camp.

· Managing Camp Security. 

· Monitor issuing of Access pass  for camp. 

· Soft Services for Accommodation Block 
· Construction Abu Dhabi 
Designation – Camp/Office Administrator From April 2007 to December 2009 (Al Raha Beach project Yas Island and Mussaffa Camp) Reports to Admin Manager
Major role involved: 

· Handle General administrative duties in a fully computerized environment. 
· Coordinate with Camp Operations Manager on Camp Administration issues. 
· Coordinator between all camps under ALOR
· Handle housing assignments (check in, check out and reservations).

· Prepare daily resident report.

· Prepare accommodation summary and send to admin team. 

· Raise purchase requisitions and send to procurement for issuing LPO thru online purchase system. 

· Prepare monthly mandays summary and send to Camp Manger for verifying invoice from FM contractor. 

· Prepare monthly contractor summary and send to accounts department for invoicing. 

· Coordinate with all site administration and central admin regarding daily admin issues. 

· Monitor & control absenteeism, late coming & absconding cases.
· Coordinate with HR department regarding general staff issues. 

· Maintain Staff/Operatives personnel records. 

· Processing of medical claims for staffs and operatives. 

· Issuing medical referral letter to employees and coordinate with ALOR clinic.   

· Create and maintain filing systems, records, including files of confidential nature.

· Prepare duty schedule for Camp Operation staff.  

· Prepare daily reports for construction activities in the camp facilities.

· Keep reference files and policy manuals up to date.

· Maintain all the department employees’ time keeping and vacation request.

· Supervise salary distribution for 10000 workers in the camp.  

· Schedule department employees for training as required.

· Receive incoming and outgoing mails sort, log and distribute as required. 

· Issuing maintenance work order for camp facilities. 

· Maintain office supplies as necessary.

· Provide necessary assistance to organize various events, sports, and recreation, welfare & health in camps for the employees.
· Preparation of various camp utility reports.  
· Saudi Co. (Saudi Aramco) 

Designation - Admin. Clerk in their camp services unit, Engineering Division. Operation & Maintenance Dept. from January 2002 to November 2006 

Experience in India:

Worked with H.K. Finance and Capitals Ltd., Bombay (Member National Stock Exchange) as a Clerk cum Computer operator, from February 1997 to June 30,2001. 

Academic Qualification:

· B.com Course Completed 
· Diploma in Computer Application.
Computer Skills: 

Office 2010, Publisher, Workforce Management Software for the Camps, SAP ware house and camp.  
Course Attended:

· Completed fire warden course organized by ALOR safety team.  

· Attended delegation skills training organized by ADNH Training Department 

· Attended various safety related trainings conducted by Shell

· First aid Certified ( Not valid at present) 

Personal details:

	Date of birth
	:
	23.4.1976

	Sex
	:
	Male 

	Marital status
	:
	Married 

	Languages known
	:
	English, Hindi, Malayalam, Tamil 

	Visa Status 
	:
	Visit
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