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Career Objective
With over 10 years of experience in Human Resource / Administrative / Office Management jobs, I would like to seek more responsibilities where I can demonstrate my keen analytical ability as well as my leadership qualities and experience in staffing, internal program development and management, employee relations and project management will enhance a company’s overall strategic plan and direction. Inspiring HR / Administrative / Office Manager is looking for employment that challenges mean that enhances my experience in the field. 
Education

· B.Tech - Bachelor of Technology Degree in Information Technology, 2005, Anna University, Chennai, India.
· MBA - Master of Business Administration Degree in Marketing, 2011, Bharathiya Gurukula Vidya Open University, Takkaly, India.
Areas of Experties 
· Having experience in handling mid-management administrative assignments and HR related roles - Classifying, Recruiting the right candidate, Training, Promoting, Facilitating mobility, Maintaining/updating individual record. 

· Providing administrative services to higher level management and Manpower Planning & Deployment in accordance to the organizational requirements 
· Excellent ability of enhance the operational efficiency and maximize the operating funds and Demonstrate good judgment with the ability to make timely and sound decisions, versatility, flexibility, and a willingness to work within constantly changing priorities with enthusiasm.
· Experienced in managing business relations and variety of projects and Strong interpersonal skills and the ability to deal effectively with a diverse group of individuals.
· Excellent presentation skills as well as written and verbal communication skills with the ability to effectively communicate at all levels in the organization.

· Proficiency in supporting project teams based on standard procedures and policies

· Maintain all payroll systems and manage records and files.

· Huge ability to answer all queries from clients, vendors and employees

· Plan, direct, and coordinate supportive services of an organization, maintain facilities and supervise activities, keep records, distribute supplies.
· Experience of developing and maintaining information systems to support effective working

Present Employment
Working as a HR & Administration Manager in M/S. Integrated Process Oil and Gas Technologies, Abu Dhabi, UAE since Sep 2015 to Still.

Skills

· Maintains and enhances the organization's human resources by planning, implementing, and evaluating employee relations and human resources policies, programs, and practices
· Good training and documentation abilities - Employees personal files are to be filed and well maintained with the following documents: (CV, Passport Copy with Visa stamping page, Medical Fitness Certificate, Emirates ID Application, Emirates ID Copy, Insurance Card Copy, Labour Contract, Signed Offer copy/Test paper copy (if applicable), Experience certificate copy, Education Qualification copy), Leave applications, Warning Letters or any other related documents to the particular employee.

· Versatile professional with excellent organizational skills.
· Capable of managing multiple tasks simultaneously and meeting tight timelines

· Exceptional skills to work for long hours and ability to manage time and make decisions
· To analyze the plan and implementing solution and monitor how target markets respond to marketing efforts, ultimately their goal is to increase professional strength and retain loyal customers.

· To develops strength within organization to provide maximum profitability for the company.

· Knowledge of platforms in windows 2000, XP Professional.

· Programming Languages in C, C++, Java

· Software Packages in MS office, HTML, Visual Basic, Oracle Sqlplus programming, Graphical information File & MPEG file Creation.

· Ability to quickly diagnose the problem, and prepare the course contents and give the short and long term solutions.

· Experienced in visa and other transactions, knowledge of Abu Dhabi and UAE Labour Law.

Current Responsibilities

· Control the entire company operation and follow the day-to-day activities and reporting on employee performance.

· Manpower Planning & Deployment in accordance of organizational requirements, 

· Maintaining Annual Leave/Emergency leave records, in case not arrived on time or finished 6 months after travel, need to take immediate action as per UAE Law and Complete visa processing including applications typing,  AND full responsible for new/on-boarding workers

· Able to easily connect with others, uncover information, communicate clearly and be persuasive in negotiating contracts, you may be well-prepared to handle the very important task of recruiting, Screening, Employee relations, On boarding operations and scheduling.
· Handling accounts receivable/payable and processing payroll operations.
· Coordinating information & communication and managing staffs and maintain confidentiality and security of company and employee documents at all times
· Managing company public relations operations to submit, follow-up and collect all new employment and business visas to ensure that the visas are processed on a timely manner to support the business

· Provide service, support and assistance to new and existing employees on their requirements such are driving license, car registrations, accommodation and legal requirements to ensure that PR services are provided as required
· Renew, update and maintain the trade licenses and other government certificates of all company’s legal entities in the UAE to ensure that the documents are up-to-date.

· Manage the entire administration function, under the guidance of Director – Administration.

· Plan, organize, direct and control the work activities of the team members in order to provide prompt and efficient services to internal customers and drive contract negotiations and finalization with selected vendors / contractors
· Implement travel and accommodation policy of the Firm for visitors and new joiners (employees) in coordination with other departments

· Responsible for transport management, including company owned vehicles and parking management in office premises.
· Follow up employee visa and medical processing, Labour and Immigration department updates.
· Managing office administration, banking operations, company records, computer applications, and appointment of visitors, and arranging the official the meetings with team executives for developing company activities.
Accomplishment/Strength

· Management of Personnel Resources - Motivating, developing, and directing people as they work, identifying the best people for the job.

· Problem solving - Quickly diagnose the difficulties and provide the alternative solutions immediately.

· Strong work ethic/diligent - Hard working, works extra hours, completes tasks before time, takes on more than others, does more than required, maintains a high quality of work, imposes own standards of excellence, works without supervision, follows up on own.
· Team work - Work effectively in a team, contribute to team objectives, communicate effectively with team members, respect, listen to and encourage team members, pitch in, put success of team ahead of individual success.
· Flexible and adaptable - Able to change activities and priorities to meet new demands, willing to learn new skills and knowledge, make a positive effort to accept changes, able to work and communicate effectively with diverse people, willing to work in different environments, willing to attempt new tasks.
· Time Management - Having good responsibilities of duties and organization and keep the time management, prepare schedule for all company operations and implement and control the entire sections.
Additional Information

Undergone Training of Project Planning in Rail net software solutions in Madurai, India, duration of Jan 2005-March2005
Professional Experience

Administration Manager 
ALPS Middle East Contracting LLC, Dubai, UAE
Sep 2012 – Sep 2015

· Managed day-to-day workflow and championed efficiency within daily operational tasks and time sheet management.

· Support management for the preparation of contract Changes. 

· Provides support and undertakes special projects as directed by the CEO

· Works with staff and consultants in the preparation of certain reports and other materials going to the Board. 

· Supervise subordinate staff, site visiting and preparing quotations and documents related business execution.

· Maintain payroll and banking operations and communicate effectively orally and in writing

· Having good relationship with clients, follow up new project work and coordinate with corresponding department for site visiting and submitting quotation.

· Preparing quotations, Invoices and comprehensive reports and correspondence

· Follow up the payments based on invoice terms and conditions

· Maintain stock and tools details and reporting to the management.

· Manage Transit Accommodation, Travel & Ticketing of all personnel visiting from & to various sites 

· Transport Management for employees to commute to & fro from site offices, and ensure timely availability of transport facilities to guest/employees.

· Maintain good relation with employees and workers, If in case of any compliance find the solutions immediately approval through management.

· Supporting public relations operations and employees mobilization.
Office Manager 
Abeer Al Gharb Real Estate & GM LLC, Abu Dhabi, UAE
Sep 2011 – Aug 2012

· Maintained records concerned with rental, sale, and management of real estate.

· Supervised working of administrative staff and ensured documentation of all system procedures.

· Resolving tenet complaints, handle administrative, clerical, and financial duties

· Inspecting places to collecting rent and negotiating contracts with tenants.

· Maintaining call enquires customer complaints & satisfies customer needs.

· supervising staff, which may include receptionists, sales agents, and other employees

· Keeping cost and sales records, presenting property budgets, and generating real estate financial reports.

· Managing all general office operations, banking operations and providing best administrative support and document managements..

· Maintaining the customer enquiries and replies and keep the telephone Ethics. 

· Create and implement processes and procedures to maintain a smooth functioning office environment

· Submitted photographs and descriptions of property to newspaper for publication

· Composed and prepared routine correspondence, rental notices, letters, and material for advertisement.

· Maintained and balanced bank accounts for sales transactions and operating expenses

· Prepare the Lease contract between Land Lord and Tenant and manage all of company records to prepare necessary steps for best functional support.

· Maintain customer call enquiries and offering price structures and arranging appointment with customers and executing the process successfully.

Administration Manager
Seven Hills Real Estate & GM LLC, Abu Dhabi, UAE
Sep 2008 – Aug 2011

· Development and execution of sales activities and engage with external Sales / real estate agent

· Administered everyday working and monitored productivity of work.

· Designed spreadsheets, slide shows, presentations, charts, graphs and other documentation as needed.

· Easily connect with others, uncover information, communicate clearly and be persuasive in negotiating contracts, you may be well-prepared to handle the very important task of recruiting.

· Involving Screening is the process of reviewing a person to go to the next step

· Identify and resolve employee concerns as they develop creates a more satisfying work environment for employees and employers alike

· Handled office cash receipts and petty cash drawer and rent collection

· Implementing performance management is how a company involves its employees in improving effectiveness towards the accomplishment of company goals.

· Follow up onboarding refers to the process that allows new hires to become adjusted to the social and performance aspects of their new job quickly and smoothly.

· Maintained and organized reminder system for Tenancy contract renewal with client and tenants.

· Prepare the Lease contract between Land Lord and Tenant and manage all of company records and implementing necessary steps for best functional support.

· Maintain customer call enquiries and offering price structures and arranging appointment with customers and executing the process successfully.

· Managing the tenants records and follows renewal and collection process and providing best customer relationship and service.

· Managing Office Administration, Banking operation and management of records and Computer applications, and appointment of visitors, and arranging the official meetings with team executives for developing company activities.

· Maintained log of sales and commissions received by sales agent

· Having good relationship with customers and also satisfy all of customer needs.

· Handled complex administration tasks and managed all complicated duties of organization
Administrative Officer cum Course counselor
Emirates Shuaa Computer Institute, Abu Dhabi, UAE
July 2006 – Aug 2008
· Managing the entire Institute operations and maintain students and trainers records.

· Improves quality results by studying, evaluating, and re-designing processes and implementing changes.

· Assist students in planning a program consistent with their abilities and interests

· Follow up day by day activates based on students training programs.

· Discuss and reinforce linkages and relationships between instructional program and occupation/career.

· Knowledgeable of institutional regulations, policies, offerings, and procedures and performing students admissions and enquires.

· Follow up banking and public relations operations

· Maintain all telephone enquiries and follow-ups and implementing new approaches or ideas for business development

· Maintain good relationship with clients and students and all staff members

Administrative Officer
Easy Link Solutions, Chennai, India
June 2005 – May 2006

· Supervised working of administrative staff and ensured documentation of all system procedures.

· Developed and maintained various operating procedures for business.

· Analyzed policies and ensured compliance to ISO guidelines.

· Trained administrative staff in company policies and procedures according to same.

· Performed audit on all invoices and approved it.

· Monitored and controlled all department activities.

· Maintained effective relationships with staff members.

· Facilitated in maintaining knowledge on technology and conducted studies.
Personal Information
Nationality

:
Indian

Gender

:
Male

Language Known

:
English, Malayalam, Tamil.
Material Status

:
Married

Date of Birth

:
07/06/1983

Visa Status

:
Employment visa

Driving License

:
UAE Driving License valid up to 2020

Declaration

I, Mohandass Prabu S.M is do hereby confirm that information is given above this is true, to the best of my knowledge.

Date
: 







          (MohandassPrabu S.M)

Place
: Abu Dhabi
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