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Personal Data

. Demino 

Date of Birth




: 31st  July,  1965
Nationality




: Indian

Marital Status



: Married

Certificate Course

1988

: Office Secretarial Course at Stenodac







  Institute, Goa - India

Langauages




: English, Konkani, Hindi, Arabic





  

Educational Qualification
1988

: HSSC Goa Board of Secondary & Higher







  Secondary Education.

Training Courses attended
1997

: Attended a Compute Course at the Institute of 

 Banking Studies(IBS), Kuwait in 

Windows 95, Word, Excel version 7.0

1995

: Commercial Bank of Kuwait Inhouse

 Quality Performance Expectations Course
Career History
My Scope for the last 20 years has been focused in the Field of  Support Services, Procurement and Administration Duties. Using Microsoft Dynamics (Great Plains-GP) Supply Chain Management System-Specifically used for Procurement & Inventory Control.
Assistant Administration Manager(Procurement,Stationery,Mail,Archives,Fixed Assets,Security, Construction & Property Management) Commercial Bank of  Kuwait 1995  to till date                                                                  

Commercial Bank of  Kuwait is the 2nd  Largest Bank in the State of Kuwait having  65 branches all over Kuwait.

Job duties include handling the entire General Services/Support Division (Consisting of Construction & Property Management Dept, Inhouse Maintenance Dept, Fixed Assets Dept, Supplies Dept, Inhouse Printing Press Dept, Security Dept & Mail Dept) Major duties include procuring of all major requirements (such as Stationery, computer stationery, printed stationery, office supplies., etc.)for the smooth functioning of the Bank from  local and foreign suppliers.  Controlling & Managing 2 Warehouses of the Bank (i.e. Fixed Assets Warehouse and Supplies Warehouse)
Handling of various service contracts relating to HVAC, Lifts, Fire Fighting, Office Equipment, Vehicle Lease  contracts, Janitorial & Cleaning Contracts.

Overseeing  Processing of Invoices to Financial Planning Control dept.

Overseeing and approving the Bankwide Annual Non Interest Expense/Income and Capital  Expenditure Budget to be submitted to Financial Planning Control, preparing the year end accruals. Ensuring smooth functioning of the Purchasing ,Fixed Assets, Stationery, Archiving, Inhouse Printing Press, Mail  & Security depts which are under the General Services/Support division.

Answering Audit Queries related to the entire General Services Support Division.

Coordinating with the PMO (NPAU) Dept., in preparing/amending  Policy and Procedure Manuals related to the General Services Support Division.

Reporting Structure : I Have 20 Employees reporting under my responsibility.

I in turn report directly to Assistant General Manager(AGM) General Services/Support Division

Executive Sales Coordinator – Marketing Projects Co. (MAPCO) Kuwait                            1991 to 1995
MAPCO are one of the leading companies in the State of Kuwait in the field of Medical & Scientific Equipment and cosmetic products. Partner Company of M/s. Yusuf Ibrahim Al Ghanim Group of Companies (YIACO). They are the exclusive agents for world wide companies such as Bayer  diagnostics France, Difco Laboratories U. S. A., Luitpold Pharma, Germany.

Major work included preparing & filling of tenders for various Ministries, Oil company Hospitals & Private Hospitals.

Attending seminars and exhibitions, meeting with overseas company delegates and fixing appointments for them  to meet with local government officials and representatives.

Coordinating with the Sales executives and fixing targets and preparing the annual budget.

I was a  decision maker in the absence of my manager when he was on overseas  business trips or on annual leave. All other routine administration and supervisory duties relating to the department.

Skills


            :Fluent in English,. Good Interpersonal skills to be able to work with people of




 
different nationalities and work environments.

Strength
:Having considerable expertise in Administration and Procurement  

                                                 matters. I have also been appreciated for my communication ability 
                                                 and  man management abilities.

References/Certificates 
: Can be furnished upon request.
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