Anil . C. S.
Administration professional
Email :- Anil.294023@2freemail.com 
ae.linkedin.com/in/anilkumarcs

Career Objective
To become a part of a reputed organization where I can utilise my expertise for achieving the organizational goals.
Career Summary
Heriot Watt University, Dubai Campus
October 2007 –Till date
(Study World Higher Education services FZ LLC)
Assistant Manager


(Administration, Transport and Accommodation Services)
· Managed all administration tasks related to the department.

· Developed the Policies and procedures for the department
· Maintained the office supplies and equipment

· Dealt with H&S issues on campus
· Developed the student contract for the support services
· Reviewed quotations for outsourced services

· Prepared necessary LP Orders.

· Reviewed staff attendance and Overtime claims
· Prepared leave schedule for the staff members 

· Organized  OD sessions for the team members
· Managed  staff appraisals, performance reviews and staff discipline

· Corresponded with RTA, KHDA, DHA…etc
· Forecasted  the transport and accommodation annual budget

· Organized  defensive driving programmes for the drivers

· Reviewed  the applications for accommodation and transport
· Taken care of the students lived off campus (Etisalat Academy)
· Corresponded  with the students with related to services

· Presented  the accommodation orientation sessions for the students

· Managing day to day affairs of the accommodation.
· Responded to student enquiries and complaints
· Involved actively for the enhancement of student experience.
· Reported on the matters pertaining to the support services to the Admin Manager.

· Reported on the occupancy statistics.

· Reported on the maintenance issues of accommodation
Flora Group of Hotels, Dubai.



March 2003 – Oct 2007
Front Office Supervisor   
· Taking reservations and walk ins

· Allotting rooms as per availability

· Collecting payments

· Sending Passport informations of guests to Dubai Police

· Admin work of the front office

· Liaising with housekeeping and maintenance
Hotel Liwa Tower, Kerala, India


Sept 2001 – March 2003
Operations Manager   
· Manage the team of Front office, Housekeeping and F& B department.

· Briefing the Supervisors on the organizational goal

· Banquet booking process and menu finalizing

· Controlling the expenses of each department

· Analysing the revenue and prepare budget

· Interacting with the guests

Hotel Central Plaza, Tirur, Kerala, India

May 2000-August 2001
Front Office Manager 
· Taking reservations and walk ins

· Allotting rooms as per availability

· Collecting payments

· Admin work of the front office

· Liaising with housekeeping and maintenance
Ali Abdulla Al Siddiq trading stores, KSA.

October 1993- March 1999
Salesman / Computer Operator
· Sales supervision in the shops

· Sales and purchase entry

· Inventory management

· Advising on purchase

Hotel Malabar Palace, Calicut, Kerala, India

Jan 1992-Sept 1993

F&B Captain
Ashok Beach Resort, Kovalam (ITDC)

March 1989- Dec 1991

Apprentice (F&B and Front office)
Education & Training

MBA (HR)





2014-2016
Annamalai University, Tamilnadu, India
PG Diploma in Computer Applications

1991-1992
C.S. Computers, Kerala, India
NCVT Certificate in Hotel Management

1990-1991
Kovalam, Kerala, India.

B.A in History.




1985-1988
Calicut University, Kerala, India
Professional Training Certificates & Further Development.

Successfully attended Staff Development Programmes on the following.

The new talent equation

Asia HRD congress, Dubai

8th June, 2015
Customer service programme

Executrain, Dubai


9th July, 2015
The service leadership workshop
Right Selection, Dubai

12th March, 2014
Collective leadership


Eikon International Holding, Dubai
22nd Dec, 2013

H&S and First Aid Induction

Eikon International Holding, Dubai
29th Dec, 2013

Defensive driving theory session
Emirates Driving Institute, Dubai
24th Dec, 2012

Supervisory skills


Eikon International Holding, Dubai
5th Feb 2009.

Applying Emotional Intelligence- 
Eikon International Holding, Dubai   28th Dec 2009.

Managing difficult situations

Eikon International Holding, Dubai
30th June 2012.
Personal Profile
Flexible person, quick learner and easily adaptable to changes
Language: English, Hindi, Malayalam, Arabic, Tamil

Holder of UAE Driving Licence
Visa Status: UAE Residence
Computer proficiency
Customized ERP Software.-Banner (student information system)
Customized ERP Software-Orizon Hostel Management

Customized ERP Software-Orizon Fleet Management

MS Office and Internet
Interests

Reading Books, Browsing Internet and socialising with friends/relative through network sites, learning new things about customer service, since I believe in work-life balance would love to spent time with my family.
