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CAREER OBJECTIVE:
To pursue a successful, challenging & exciting career that enables me to use my maximum potential to the benefit of the organization and, which will in return satisfy my personal goal of self enhancement, enrich my skills and compliment my passion for learning.

PROFESSIONAL PROFILE

· BA & Diploma with over 8 years experience.

· In depth knowledge of Administration Accounts Operation Human Resource Public Relation Cost Control and Project Management.

· Comfortable to work for prolonged periods of time and deliver outstanding result on a regular basis

· Well-developed communication, conflict resolution, project Management and team building skill.

· Passionate to enhance productivity of self and co-workers through continues learning and motivation.

· Well experienced in public relation work.

· Excellent analytical, organizational and interpersonal skills.

· Excellent ability to gather and analyze statistical data and generate reports

· Excellent ability to make administrative Procedural decision and judgment.

· Experienced in Project Cost Control and Project Management.

· Holding U.A.E and India valid light vehicle driving license   
WORK EXPERIENCE:
· Lima Heavy Industry. 

Fujairah, UAE [2016]

Designation: Senior Administrator
Responsibilities
· Coordination with PRO for Company Visa Process, Government & legal related documentation

· Perform various purchasing function, review quotation and approval of all purchase order.

· Prepare and update Employee Settlement and reliving benefits.

· Vehicle Insurance and Registration renewal and update the same.

· Prepare and submit Waste Management Report at the Environment Department of the Fujairah Municipality.

· Managing employee’s holidays and absence record.

· Plan, direct, coordinate and review the work plan for assigned staff, meet with staff to identify and resolve problems.

· Perform a variety of personal Administration function.

· Update and report to director Administration & Public Relation related work procedure & status.

· Prepare budgeted cost report for Administration & Public relation work and report to Director

· City Technical & Steel Engineering Co. 
Fujairah, UAE [2009 – 2011]
Designation: Administration Officer
Responsibilities:

· Lead, direct and manage inbound and/or outbound site operations to ensure that the operations staff executes service agreements at, or above the customer's standards.

· Maximize profitability through superior customer service, effective and prompt communication and follow-up on all pending matters with the customer.
· Utilize superior communications skills to motivate staff and develop effective working relationships with peers, executives and clients.

· Maintain a clean, professional and safe working environment by inspecting and scheduling maintenance, and ensuring that all office and warehouse equipment is properly accounted for and in safe working condition. 

· Blue Steel Industry L.L.C, 
Hamariya Free Zone, U.A.E. [2007 – 2009]
Designation: Purchase & Contracts Officer
Responsibilities:

· Procuring steel materials, consumables, paints, machineries, tools and equipments.

· Perform various purchasing function, review quotation and approval of all purchase order.
· Finding out subcontractors and distribute the jobs.

· Inter Ocean Ship Repair L.L.C, 
Dubai, U.A.E [2005 - 2007]
Designation: Purchase Assistant
Responsibilities:

· Oracle Data Base (ERP system) handling                      

· Making Purchase Orders and Purchase Indent          
  

· Data entry 

· Maintaining store receiving, issuance, preparing register and stock report.       
· Hero Honda Authorized service centers from 2001 to 2005

Page Motors, Attingal 

Page BI-Wheelers, Thodupuzha

Cheran Automobiles service & sales outlet, Neyyattinkara

Cheran Automobiles service & sales outlet, Kattakada

S.A Motors, Kazhakuttom
Designation:  Service Engineer / Supervisor (Attended service engineer / supervisor Service Training program conducted by Hero Honda, Bangalore)

Responsibilities:

· Coordinating showroom sales and front office management
· Interaction with Management and workers
· Troubleshooting of problems 
· Supervision of maintenance and repairing of vehicles

EXPERIENCE WITH PC ENVIRONMENT

Enterprises Resource Planning (ERP Oracle system), AutoCAD 2004, Ms-Office, Windows, Excel, Word

ACADEMIC QUALIFICATION

· Degree in Bachelor of Arts (Psychology)

· Diploma in Mechanical Engineering (Course completed)
· Pre Degree

· S.S.L.C
STRENGTHS                         
My strength includes:
· Positive thinking

· Good inter personal skill

· Crisis handling

· Hard working

· Strong oral and written communication ability

· Self motivated

· Ability to work in team

PERSONAL DETAILS

Name




VINOD GOPAL
Date of Birth                                 30.05.1977

Driving license


Valid UAE Light vehicle 
Marital Status                                Married
Fluent in Languages                       English, Hindi, Malayalam, Tamil

DECLARATION

I hereby declare that all the above facts are true and correct to the best of my knowledge, information and belief.
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