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	Summary
	Energetic Office Manager with 20 years experience in high-level executive support roles. Organized and professional. Specialised in administrative Management including Manpower management. Committed to delivering high quality results with little supervision. Dedicated and focused, who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve goals. Seeking a role of increased responsibility and authority. 

	
	
	

	Work History
	Office Manager
1996-2016
	· Managed team of 75 personnel.
· General Administration and Facilities Management of office.

· Initiated office relocation with only one day of downtime.
· Proper utilization of available manpower in office. 
· Provided office space and accommodation for new staff to the office. 
· Increased office organization by developing more efficient filing system. 
· Handling of confidential and sensitive issues, with  a high degree of discretion and delicacy.
· Received a merit raise for strong attention to detail, exemplary service, team-player attitude and inter personal skills. 
· Implemented an emergency notification system to pass critical information to office members’ cell phones. 
·  Responsible for liaison with other offices within and outside the Air Force.

· Successfully trained staff in all office systems, policies and procedures while focusing on minimizing errors and generating superior results.
· Answered Develops file management and retrieval systems, updates templates, collects information, enters data, distributes information. Perform various clerical, administrative or secretarial duties to support requirements and maintain the office functions smoothly on daily basis.
· Performed administration tasks such as filing, developing spreadsheets, faxing reports, photocopying collateral and scanning documents for inter-departmental use.
· Provision of office supplies and monitor consumption and prepare requisition for replenishment to maintain sufficient supplies for smooth flow of the office operation.
· Establish and maintain confidential filing system, categorize & maintain manuals, sensitive correspondence & other source material.
· Process, update and maintain various records of subordinate staff (attendance/ timesheets, leave applications, manuals, training records etc.) in the office.

	
	
	

	Awards
	
	2003
Appreciation by Station Commander

2007
Appreciation by Station Flight Safety & inspection Officer

2008
Appreciation by Air Officer Commanding

	
	
	

	Skills
	
	·  Scheduling proficiency
·  Financial Integrity
· Team building expertise

· Forward-thinking mindset
· Openness in Communication
· Strong initiative
· Safety & Security conscious
· Deadline-oriented

· Staff motivation

· Inventory systems

· Microsoft Office proficiency

· Analytical problem solving
	· Results-oriented
· Excellent communication skills

· Positive Attitude

· Ability work under pressure

· Emotional Stability
· Time management

· Professional and mature

· Dedicated team player

· Human Resources Management 

· Strategic planning

· Staff development expertise

· Self-Motivated/ Directed nature



	
	
	

	Education
	Calicut University

2008 – 2010
	Master of Arts (MA) in Sociology

	
	
	

	
	Calicut University

2002 – 2005
	Bachelor of Arts (B.A.) in Sociology

	
	
	

	Hobbies
	
	Travelling

Reading

	
	
	

	Reference
	
	Available on request

	
	
	

	Declaration
	
	The above said information is true and correct to the best of my knowledge. Any further information or documents will be furnished on request basis.



