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PERSONAL PROFILE

I am a self-motivated and highly organized individual who pays attention to detail.  I enjoy managing projects and ensuring that they are seen through to their completion.  I am a team player and enjoy working with people.  My most recent experience, working in a school has enabled me to learn from my colleagues and I am used to dealing with a wide range of nationalities.   I am an effective communicator, highly organized and used to managing the work load of my team to ensure the smooth running of the practical side of the school.  I am punctual, hard-working, and always ready to meet new challenges.

PROFESSIONAL WORK EXPERIENCE
Primary School Coordinator/ In Charge

August 2003 – June 2016






Rashid School for Boys






Dubai, Primary School – United Arab Emirates

Responsibilities:
· Managing teams of 
12+ maintenance people, 

16+ cleaners, (contractors)
17+ landscape workers, (contractors)
4+ pool cleaners, (contractors)
1 AC technician (contractor),  
including two full time cleaners based on site, ensuring that regular cleaning programs are in place.

· Reporting and management of maintenance issues on an emergency and long term basis.
· Liaison throughout the school term with the Admin Manager regarding all aspects of maintenance, cleaning, purchasing requirements, projects and event set-up’s.
· Liaison with the school Estates Manager.
· Particular emphasis on the management of set-up’s and support to teaching staff.  From the set-up of a parent event to helping the teachers with themed events in the classroom to ensuring equipment is available when needed.  
· Extensive experience in all areas of media management, including photocopying, spiral binding, lamination, scanning and printing.
· Management of larger maintenance projects outside school hours.

· Management and purchasing of stock depending on requirements in all areas including items for carpentry to cleaning materials.
· Co-ordination and management of suppliers including the production of quotations, purchase orders and delivery.  Including the necessary documentation.  Extensive market and product knowledge of building materials, stationery, computer peripherals and spare parts ensure the best prices and continuity of supplies.

· Management of the post and the delivery system.
· Driving and purchasing duties as necessary.

· Maintenance of the security of the school site, including the management of all keys.
Outdoor Sales Executive


Feb 2001 – July 2003






Spinneys  Al Seer Trading, Dubai UAE
Job Profile

Outdoor sales and marketing of food, beverages, toiletries and cosmetics items including the well known brands such as, Colgate, Palmolive, Dettol and Kraft. 
Responsibilities included promoting the sales of these brands in various supermarkets and hypermarkets to achieving the management targets.  
Including the delivery arrangements, display, merchandising and inventory management. I received a number of commendations from management. A hardworking ethos and a positive approach helped me to achieve the goals set. 

Store in Charge



April 1999 – Dec 2000






Al Fuhood Computers, Dubai, UAE
Job Profile

Management of the complete retail inventory including, computers, printers, monitors and computer peripherals and the generation of a stock report on a weekly basis.  
Based on this report generated the list of stock to be maintain the store inventory.  I gained an extensive knowledge of computer products.  

Attended events such as GITEX working to assemble of computer systems used.
Store Keeper



December 1997 – February 1999






Al Khoory Marine Services, Dubai, UAE.
Job Profile

Prepared material requisitions, received the material as per the order specification, managed the storage facilities, bin card system and accounting, assisted the store manager with the delivery of the materials including the preparation of receipt and delivery vouchers and any other paperwork.  Responsible for monitoring and arranging the office stationary and equipment and assisting the administrative and technical staff.      


EDUCATION

Pre-Degree (+2)
University of Kerala, India
Technical:
Two year Diploma in Electronics. National Trade Certificate
Govt. of India,  Kerala

Diploma in Computer Application (SEARCH, Dubai)
Date of Birth

:
31st May 1973
Religion

:
Christian
Gender


:
Male

Marital Status

:
Married

Nationality

:
Indian

Visa Status

:
Employment (Transferable)

Languages

:
English, Hindi and Malayalam – Spoken and Written
Driving License
:
Valid UAE Driving License

 Further references available upon request.
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