Inayathulla 
Dear Recruiting Manager,

Having graduated with a B.com from C.M.J University, Meghalaya, I was working with Fantasy Pharma Venture Pvt Ltd, as a Administrative Manager. Please see below a brief outline of my career to date. I have six years experience as a General Office Administration mainly working on Admin Executive, Administrative Assistant Level 3, Senior Admin, and Executive Assistant. My duties including; Vendor Management, Facility management, Stationary Management, Inventory management, Housekeeping Management, Security Management, Courier management, Petty cash management, Pantry management, Record management, Calendar management, Handling Pest control, Visiting Card/Business card Management, Office Assets, and Office Management.

I also have a good working knowledge of Information Technology, and Microsoft PowerPoint, Word, Excel. In my previous company I was working as IT Admin I would deal with many IT issues Trouble shooting of various problems including software, hardware and basic networking, Providing solution to various business locations across the country through remote access.

I am enclosing a copy of my Curriculum Vitae and I hope that you will consider my application. I am available for an interview if necessary , and I will look forward to hearing from you in the future.

Yours Faithfully

CURRICULUM VITAE
Objective: 

Seeking a job in Administration department, in a company which promotes skill enhancement and continuous learning. 
Experience Summary: 
· 6 years of experienced in General Office Administration.

· Have worked under various roles that include: Admin Executive, Administrative Assistant Level 3, Senior Admin, and Executive Assistant.
· Have experience working with various industries that include: health care, Information Technology (IT) and Facilities management.
Skills

· Vendor Management: Searching, Negotiation and Finalization of New Vendors according to the requirement. Finalizing by quality, pricing, delivery, service etc.

· Facility management: AMC from vendors like - Air conditioning, Electricity, Invertor, Civil Works, Electrical works, Plumbing, Interior works.
· Stationary Management: Keeping a track of sufficient stock of stationery Inventory management.
· Housekeeping Management: Maintenance of office premises, Housekeeping ensuring hygiene, supervising by checklist, daily, weekly monthly tracker.
· Security Management, Courier management, Petty cash management, Pantry management, Record management, Calendar management.
· Transport Management: Arranging Transport arrangement for staffs on daily basis i.e., cab arrangement in night shift employees.
· Handling Pest control, Visiting Card/Business card Management, Office Assets, and Office Management.
· Preparing Purchase order & reports like Monthly stationary utilization report, Invoice tracker, and Monthly routine tracker.
· Arranging food, beverages, Employee ID/Access card, Parking arrangement for employees 2 & 4 wheeler, Conference room arrangement.
· Take care of Flight booking, Bus, Train, Accommodation booking, Guest House maintenance.
· Maintain Employee Attendance and Leave Records, Scheduling interviews.
Professional Experience:

Currently Working at Fantasy Pharma Venture Pvt Ltd, Bangalore, as Administrative Manager – 8 months (August 2015 - April 2016)
Responsibilities:
· Ensuring that all the duties related to Admin Department should run smoothly.
· Vendor Management – Searching, Negotiation and Finalization of New Vendors according to the requirements, and Coordination with Finance for clearing the vendor payments.
· Handling AMC vendors like - Air conditioning, Electricity, Invertors, Civil Work/Facility work.
· Preparing Purchase order for office requirements, Maintaining petty cash, Visiting card/Business card management.
· Housekeeping Management – Keeping a track of Daily, Weekly and Monthly, cleaning of office and assets. Monitoring the janitors by Housekeeping check list.
· Security management, maintaining securities, office boys etc.
· Take care of pest control, courier management, Employee ID card/Access card.
· Arranging conference room whenever needed, coordinate with ER/HR department for Event management, Training and orientation/induction.
· Arranging food, beverages, Pantry management. 
· Inventory management, Stock management, maintaining enough stock calendar management, handling stationary.
· Transport/Cab arrangements for employees for drops across various shifts. 

· Record management like invoices, purchase order, AMC agreements, etc

· Maintaining invoice tracker and Clearing of all bills related to office rent, EB, telephone, DG, stationary, Beverages, and coordinate with finance department

· Verify and validating the invoices, items, inward outward goods etc.
Worked with Shamrock Facility Management Services Pvt Ltd –Bangalore, as Office Admin – 5 years (Sep 2010 - July 2015)
Transferred to Doha, QATAR and worked as Admin for 5 months (Aug 2013 - Dec 2013) and Relocated to Bangalore. 
Responsibilities:
· Take care of Office management activities like, upkeep office premises clean, record room management, stationary, office Assets.
· Travel/Transport Arrangement whenever needed (Bus, Train, Cab, Flight) and booking accommodation (Guest room/Guest house).
· Coordination with Event management team for Meetings, conferences and workshop arranging training/conference room, projectors, computers, laptops, food, coffee & tea.

· Vendor management negotiating with vendors and finalizing & clearing all bills. 
· Scheduling appointments of CEO with different functional heads, Handling Telephone calls related to Office, enquiries related to NGO. 

· Maintaining confidential & records related to CEO office.
Worked with Arman Marketing Pvt Ltd, Bangalore as IT Admin - 4 years (August 2005 - July 2009)

Responsibilities:
· Installing and configuring computer systems and diagnosing and solving hardware/software faults.
· Logging customer/employee queries and analyzing call logs to spot trends and underlying issues.
· Knowledge about Communication Protocols (TCP/IP, UDP etc.).

·  Providing technical support for external clients for systems and backend support for all client related application.
· Maintaining, up-gradation and configuration of Servers, Clients, Network, and Software on platforms like Win 2000, 2003 & 2008 Server, Win 2000, Win XP , Windows Vista & Windows 7.
· Creating and configuring domain level users & group accounts.
· Creating the activity groups, profiles, users, groups, and assigning authorization.
· Monitoring the antivirus server for daily updates.
· Installing the operating system through ghost application.
· Trouble shooting of various problems including software, hardware and basic networking.
· Generation of daily call report, pending call report and monthly analysis through helpdesk call logging software (track IT web).
· Installation & maintenance of network printers.
· Microsoft outlook configuration (configuration of personal folders, moving mail to personal folder & setting of rules).
· Handing & assigning duties to a team of 13 technicians. 
· Providing solution to various business locations across the country through remote access.
Strengths: 

· Good Analytical Skills and Practicality, Willingness to learn. Good IT Skills.
· Good Decision making abilities, Problem solving abilities.
· Ability to work under pressure and finish the work within assigned TAT.
Technical Skills: 

· Operating Systems: Windows XP, Vista, Windows7, Windows 8, & 8.1.
· Microsoft Office 2003,2007,2010,2013.
Educational Qualification: 

· B.Com from C.M.J University, Meghalaya.
· A+, N+ from IIHT, Bangalore.
· MCTIP windows server 2008 from Network Masters, Bangalore.
Personal Details:

	Date of Birth 
	15.10.1986 

	Sex
	Male

	Nationality 
	Indian 

	Languages Known 
	English, Hindi, Kannada & Urdu
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