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Objectives :
To be a part of a growing organization which gives challenging career in terms of accomplishing the responsibilities, where I can optimize my excellence, skills and exposure. Also to improve myself by continuous learning in and outside the horizon of my responsibilities such that I can contribute for the progress of the organization.
	Professional Experience :


Presently working in Dubai, UAE (Third party Service provider of Baker Hughes) from December 2014 as ‘’Administrator Officer’’.
Duties & Responsibility:
· Supports senior and middle-level managers and supervises other support staff.  Assists office staff in maintaining files and databases.
· Preparing reports, presentations, memorandums, proposals and correspondence.
· Works with internal and external parties to initiate and run major projects. Coordinates schedules and activities, places orders for supplies and services, and tracks progress and results. Tracks office supply inventory and approves supply orders; Assists in the preparation of department budgets and expenses.

· Creates processes and tracks purchase orders. Maintains records of orders and inventory and follows up with vendors on shipment and delivery. Conducts research and gathers documentation in order to compile comprehensive reports.
· Attend meetings as requested.
· Compile, transcribe and distribute minutes of meetings.
· Maintain office calendar to coordinate work flow and meetings.
· Maintain the leave management system.
· Managing and co-ordinating on Transport.
· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received.
	Previous Experience:


Firm

:
Diya System (Endurance International Group)
Period

: 
July 2011 to June 2014
Designation
:
Administrator
Duties & Responsibility:


Oversee all aspects of general office coordination.

File and retrieve organizational documents, records and reports.

Coordinate and direct office services, such as records, budget preparation, personnel and housekeeping.

Create and modify documents such as invoices, reports, memos, letters and financial statements using word processing, spreadsheet, database and/or other presentationsoftware such as Microsoft Office or other programs.

May conduct research, compile data and prepare papers for consideration and
presentation to the Managing Director.

Set up and coordinate meetings and conferences.
· Arrange for the repair and maintenance of office equipment.

Support staff in assigned project‐based work.

May supervise volunteers and other support personnel.

Assist with overall maintenance of the organization and its offices

Document new employees

Establish employee files in the computerized accounting system

Verify annual leave records

Calculate and action deductions

Submit remittances

Prepare separation documents for terminated employees

Maintain confidential employee files

Other duties as assigned by his manager.
Academic Qualification:

SSLC




:
From Karnataka State Board, India


 Year of Completion: 2006
Diploma in Electrical & Electronics
 :
From NRAM Polytechnic, Nitte


Year of Completion: 2011.
	Computer Knowledge :



Diploma in Computer Application.
	Extra Curricular Activities :


· Won Best performer of the month award in Diya systems (email)

· Won two times in state level painting competition. 

· Won Best Artist of the Year in 2006.
	Hobbies :



Playing Indoor/ Outdoor games, painting, Listening music, watching movies.
	Personal Profile :



Sex              

: 
Male


Date of Birth 

: 
25-07-1990

Age                

: 
24

Nationality          
: 
Indian
· Language Know              English, Hindi, Kannada, Tulu

Passport Details :
Visa Type


:
Residence
	Declaration :


I hereby affirm that the information in this document is accurate and true to the best of my knowledge.
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