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	PERSONAL SUMMARY


Highly efficient, resultsdrivenandcapableAdministrationOfficerwithaproven abilitytoeffectivelydevelop,manage&control relationshipsbetweentheemployeesanditsvendors. More than three years of experience in administration and operations field.
	CAREER EXPERIENCE


	ORGANIZATION

	POSITION
	PERIOD

	Oman Insurance 
	Admin Officer
	Jun 2014 to July 2015

	MaghanmalJethanand General Trading Co. Dubai
	Admin Executive
	Feb. 2012 toApril.2014

	AM Motors Pvt. Ltd, Kerala
	Admin Executive
	Feb.2011 to Sept.2011


	ADMIN OFFICER (OMAN INSURANCE COMPANY JUNE 2014 TO JULY 2015) 


· Facility management 

· Developing&implementingday to day adminactivities.
· Establish and maintain supplier accounts

· Monitoring inventory, office stock and ordering supplies as necessary.
· Invoice booking

· Raising of purchase orders and invoice tracking 

· Managing proper payment cycle. 

· Transport Management 
· Event Management
· Assisting with the preparation of the monthly management accounts. 

· Preparing monthly expenses report and submitting it to the management. 

· Petty cash handling and accrual report 

· Maintaining & developing the office filing systems both on paper and computer. 

· Creating and maintaining a good office working environment. 

· Assist with the annual audit.
· Controlling the overall operation of the organization 
	ADMIN EXECUTIVE (MAGHANMAL JETHAND GENERAL TRADING FEB 2012 TO APRIL 2014) 


· Creating and maintaining a good office working environment. 

· Preparing monthly expenses report and submitting it to the management. 

· Transport and Event Management
· Assist with the annual audit.

ADMIN EXECUTIVE (A.M MOTORS FEB 2011 TO SEPT 2011)
· Developing&implementingday to day adminactivities
· Transport and Event Management 
· Controlling the overall operation of the organization 

· Creating and maintaining a good office working environment
	KEY COMPETENCIES AND SKILLS


· Organizational Ability

· Time Management

· Communication Skills

· Technical Oversight

· Problem-Solving Skills

· Planning Skills

· Prioritization skills 

· Supplier relationship management

· Giving advice to employees for smooth processing of work
	EDUCATIONAL QUALIFICATIONS


	Degree/ Certificate
	Year of
Passing
	University

	PG:
MBA (MARKETING& HR)

	2011
	Bangalore University, India

	UG:
BCA
	2009
	BharathiarUniversity, India


	OTHER PROFESSIONAL & IT SKILLS


· Well experienced in Focus ERP Software, Oracle finance
· Well experienced in MICROSOFT OFFICE.
· Proficient in the use of Internet and well experienced in various Operating Systems.
· Valid UAE driving license.
	LANGUAGES KNOWN


· English
· Malayalam

· Hindi

· Tamil

	PERSONAL DETAILS


Date of birth                       : 17/01/1989
Nationality                         : Indian
Visa status

: Visit Visa 
	REFERENCE  


· To be provided upon request
	DECLARATION


I hereby declare that all the above details furnished are true to the best of my knowledge.


Arun 
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