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Objective:
I am looking to acquire a position where my skills and qualifications, to produce the best results for the organization.
Work Experience:
Baker Hughes Limited
Department Administrator – Facilities
20th October 2015 – 08th August 2016
· Coordinate and monitor day-to-day operations of Facilities management, Administration and supervision of Mailroom. 
· Managing employee’s transportation fleet
· Management and allocation of office space (workstations) with the objective to consolidate various BHI offices and reduction of leased office space.
· Documentation of Real estate facilities (Leasing and Trade License Contracts).
· Monitoring of Service Level Agreements for all Sub contractor Facilities Services and ensuring timely renewals of Agreements.
· Finance related function for Facilities & Real estate in SAP such as creation of AFE; vendor creation, vendor invoice processing and follow up. Processing utility payments such as DEWA, Etisalat, Du for the company. 
· Coordinating & preparations for various management events such as Baker Hughes Town hall Meetings. 
Baker Hughes Limited – Pipeline Services
Receptionist & Administration Officer

20th June 2011 – 19th October 2015 
· Facilitating travel for employees by coordinating with travel agent for air & hotel reservations.

· Managing conference / meeting arrangements for staff and visitors.
· Obtaining JAFZA (Jebel Ali Free zone) and OSC (Oil Field Supply Center) gate passes for visitors, contractors and employees.
· Office Management – Managing office supplies, non-stock items & maintenance services of office premises. Obtaining quotations from vendors, internal approvals, creating GRN’s and processing of invoices.
· Maintaining employee leave records in excel for management.

The Outfit Advertising
Coordinator
26th October 2008 – 31st March 2009

· Coordinating with Marketing and Sales team for handling of meetings and events in-house and outdoors with clients and company representatives.
· Securing appointments with potential client through telemarketing.
· Updating & managing clientele database of existing clients.
Emirates Airlines – Skywards Miles Programme
Customer Service Agent

28th August 2007 – 31st May 2008
·  Customer Services – Mainly assisting in Online Reservations & leisure activities for Skyward Members and other partner airlines. 
Other Projects:
· Nord Stream Project – Creating and Maintaining Monthly timesheets, Bonus Sheets and Per Diem of employees for Caspian clients.

· South Stream Project – Creating and Maintaining Personnel Timesheets, Weekly Report & Monthly Report for European clients.
· Workspace Management – An online database for policies & procedures and other relevant documentation to be stored for use by the company at large.

Academic Qualifications:
2010-2010
Business Skills Programme (BSP) Reservation, Fares and Ticketing – Emirates Aviation College 

2006-2007
Graphic Designing - Illustrator, Coral draw, Photoshop, Quark Express and Page – Maker

2004-2006
IGCSE - University of Cambridge (O’level Exams)

I.T Skills:
· Hands on experience in MS Office. Skill Level – Intermediary.
· SAP Procurement Module 
About Myself:
Self-motivated, active, with good inter personal skills, willing to work & deliver results under pressure, team player and ability to make good relation with team and develop ideas.
Personal Details:

· Date of Birth

May 13, 1986
· Nationality

Indian

· Marital Status

Single

· Driving License
Valid U.A.E. License
