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Mobile: Whatsapp +971504753686 / +919979971283
Email:  sajid.30524@2freemail.com 
Objective
To obtain a challenging position where I can apply my skills and abilities and ensure professional growth along with the growth of the organization.

Experience Summary
· Office Administration



-
Confidential record keeping

· Program & Event Management

-
Transportation management 

· Office facility management 


-
Guest house management


· General Administration                             -         Financial management
· Human Resources Management
Professional Experience

· Account society Chalakudey, Trissur, Kerala (Apr -2012 to Apr -2013)
· Maruthi Suzuki Hercules Groups of Company Corporate Office Kerala,  

India (june-2013 to June-2014)
· Tadmur Groups Doha , Qatar (sept-2016 to till today)
Office Facility Management 

· Handling administrative aspects related to the office facility, 
· Coordination with Procurement Department for purchasing items required for office.
· Maintaining attendance of the entire organization and coordinating with the HR dept.
· Housekeeping - ensuring overall cleanliness of the office premises
· Maintaining & Overview Security Registers.
· Timely payment & control of office utility bills like electricity, water, telephone, etc.,

· Monthly Office Stock Maintenance of stationary, housekeeping & pantry items

· Organizing events within the organization during festivals, events and conferences.

Transportation management
· Oversee daily transportation arrangements for the company staff and manage cab requests, route and time change requests, etc in coordination with transport vendor.
· Liaise with transport vendors for arranging cabs for employees
working late, visitors, interview candidates, etc.
· Track and initiate timely renewal of the company vehicles’ registration
· Maintenance of company owned vehicles
· Verify and submit all transportation invoices for payment. 
· Follow up on any unreasonable charges found on vendor invoices
· Timely payment of transport vendors bills
Company Guest House Management 

· Co-ordination with HR Dept. for new arrivals/departures 

· Accommodations for new arrivals 
· Rooms allotments as per company procedure 

· Oversee Housekeeping, Cleaning services and pest control

· Local Purchase of soft furniture etc. as per company norms 

· Overall Maintenance of the Guest House 
General Office Administration 
· Coordinate with all other departments in the organization for various day-to-day activities.

· Handling Office Petty Cash.

· Distribution of mails, memos and other official communication
· Posting advertisements on behalf of the company
· Respond to employees in matters related to admin issues 
· Any other job responsibilities assigned by management
· Dealing with third parties and contractors such as Advertising agencies, Travel and logistics services providers, Transport Services and other business clients.
Human Resources Management
· Provides job candidates by screening , interviewing , and testing applicants 
· Notifying existing staff of internal opportunities 
· Maintaining personnel records 
· Obtaining temporary staff from agencies 
· Pays employees by calculating pay , distributing checks and maintaining records 
· Administers student loan , medical insurance , savings bond and disability programs by advising employees of eligibility 

· Providing application information 
· Helping with form completion 
· Verifying submission
· Notifying employees of approvals
· Monitors unemployment claims by reviewing claims
· Substantiating documentation and requesting legal counsel review
· Maintain human resources records by recording new hires, transfers, terminations , changes in the job classifications, merit increases
· Tracking vacation , sick, and personnel time
· Documents human resources actions by completing forms .reports, logs and records.
Financial management
· Purchase entering and costing
· Reviews collection of receivables and billing statements.
· Verifies daily cash position, physical daily cash count and bank deposit.
· Making foreign currency payment according to currency Fluctuations rather than USD.
· Management and follow up of receivables with age wise break up.
· Preparation of payroll and its payments..
          Support Finance Controller with various supporting schedules and reports.
Stores management
· Receive and inspect all incoming materials and reconcile with purchase orders.

· Prepare incoming materials receiving report.
· Arrange proper place to store food and make sure the same is distributed to employees in time.

· Ensure the area of food storage is kept hygienic and fully pest-controlled.
· Special supervision of the storage area for perishable food items.
· Process and distribute documentation with purchase orders.
· Report, document and track damages and discrepancies on orders received.
· Send cancelled and damaged items back to vendors as appropriate.
· Handle and document storage and transportation of hazardous materials.
· Maintain the warehouse, records area and stores area in a neat and orderly manner..

· Issue materials only in required quantities against authorized requisition notes/material lists.
· Promote and maintain an effective working relationship and communication with other departments, shore base materials dep., third party personnel and Client representatives. 

Academics
· MBA, Master of Business Administration (Finance & Hr.)
MG University, Graduated: 2015
· M-COM, Master of Commerce (Finance)
Madurai Kama Raj University, Graduated 2017
· BBA, Bachelor of Business Administration
Madras University, Graduated: 2012
Technical Skills
Strong technical proficiency in ERP  Focus 7,Oracle ERP & Tally ERP 9.0 Peachtree and MS Office (Excel, Outlook Access, Word, PowerPoint) with experience in QuickBooks
Core Strengths

· Good interpersonal skills.
· Attitude: Competitive and determined approach allied with a sportive spirit.

· Open mindedness: Adaptable by nature, easy going team player & work under pressure to meet schedules.

· Knowledge acquisition: Flair for learning new methodologies, a willing learner.

· Sincere & hardworking.

Personal Details


Date of Birth
:
05-07-1991
     
Gender
:
Male

     
Marital Status
:
Unmarried

Languages Known
:
English, Hindi, Tamil, Malayalam, & Arabic

Hobbies
:
Music, sports and cooking
     
Nationality
:
Indian
     
References
:
Available on request
