CURRICULUM VITAE
Wahed.352634@2freemail.com
Total Experience: 10 Years
Objective

Establishing a career in the field of Administration by meeting the challenges and expectations of your esteemed organization and enhance potential and acquire expense for totally achievable goals. 

Work Experience 

Company

:
MAF Dalkia Middle East Co L.L.C, Abu Dhabi, U.A.E.

Project 

:
Abu Dhabi Investment Authority - ADIA
Period Worked
: 
August 2014 till Date


Position  

:
Operations Coordinator 
· Responsible for developing, implementing and monitoring efficient activities in addition to managing all correspondence.

· Creating a range of documentation including presentation, correspondence memos and reports, and providing secretarial support for the team and management.

· Handling a Soft Service & Hard service facility.
· Project management and supervising and coordinating work of contractors.
· Reading and analyze incoming memos, Fax, email, submissions, and reports in order to determine their significance and plan their distribution.
· To maintain the filing system according to the Company's procedures and in accordance with client’s standards.

· Perform general office duties such as ordering supplies, maintaining records, management systems, and performing basic bookkeeping work.
· Create and update records and databases with personnel, financial and other data.
· Manage considerable petty cash for project use.

· File and update contact information of employees, suppliers and external partners.
· Manage the daily/weekly/monthly agenda and arrange new meetings and appointments.

· Preparing weekly monthly report.

· Preparing LPO for the site Materials and invoicing.
· To be responsible and able to work effectively and safely under normal and rush conditions.
· Answers phone calls and transfers them as necessary.
· Manage the whole office procedure with high confidentially.

Work Experience 

Company

:
Kharafi National Co L.L.C, Abu Dhabi, U.A.E.
Project 

:
Abu Dhabi Investment Authority - ADIA

Period Worked
: 
January 2009 up to July 2014


Position  

:
 Secretary 
· Supervising the Helpdesk support staff by defining and establishing schedules, setting priorities, providing support/direction and dealing with FM / Administrative issues as needed.
· Create and generate all required facilities management corrective and proactive work orders. Review and edit closing notes on all work orders.

· Receiving complaints from end users and maintaining a sheet which records the complaints on daily basis.

· Report to the Facilities Service Operation Manager and coordinating the BMS/Helpdesk team. Responding the requests directed to the helpdesk and monitors the daily operations of the building systems.

· Ensure service requests are acknowledged and resolved in a timely manner with technical expertise and a superior level of End Users.
· Initiate, implement, and manage the maintenance strategies based on best practices in the industry, with an emphasis on planning/scheduling preventative/reactive maintenance.

· Establish and maintain a computerized maintenance management system (CMMS) for tracking work orders, and maintenance history of equipment.

· Prepares reports, data, and make recommendations for improving.
·  Communicate and liaise directly with the operations departments to coordinate maintenance and repair work and ensure a quick turn around and return of repairs for smooth functioning of the outlets.

· Providing a Help Desk support for up to 1000-1200 users. Ensuring that staff provides timely and considerate customer service to end users by fielding Helpdesk calls and resolving technical issues. 

· Establish Key Performance Indicators (KPI) and ensure performance expectations and Service Level Agreements (SLA) are met.
· Responsible for explaining the team of Help desk staffs the quality assurance and working procedure as per the requirement of client. 
· Prepare and assist in the preparation of monthly Maintenance reports.
· Proficient use of Oracle E-Business suite /Enterprise Asset Management: Create Facilities Management Work Request. Create & Update Work order.
· Open, sort, and distribute incoming correspondence, including faxes and email, File and retrieve corporate documents, records, and reports as well as codify, number and store the information.

Work Experiences

Company

:
The National Co. L.L.C, Dubai U.A.E.
Project


:
Dubai Festival City - DFC

Period Worked
: 
January 2007 up to December 2008
Position  

:         
Secretary
Duties and Responsibilities
· Responsible for the management implementation and ongoing maintenance of all office policies, procedures and general administration, with utmost confidentiality.

· Schedule office activities and delegate responsibility to appropriate staff and volunteers to ensure that the day-to-day functions and assigned projects are carried out. 
· Prepare all forms of communications to provide information to supervisors, peers, subordinates and to communicate with other Departments. 

· Open, sort, and distribute incoming correspondence, including faxes and email, File and retrieve corporate documents, records, and reports as well as codify, number and store the information.

· Activate additional response contractors and local resources.

· Assist the Facilities Manager in all aspects of project implementation as needed.
	COMPANY
:
POSITION HELD
:
PERIOD WORKED
:

	Tops Securities Ltd, India
Secretary
2 Years (March 2005 -  Oct. 2006)

	NATURE OF JOB
:
	Apart from routine secretarial duties, I was assisting the

Security Branch  manager in all his day- today affairs and 
helping other engineers/Supervisors in their daily duties
 typing all letters and other Department 

 correspondences, typing all project related financial
 reports/statements,

filing documents and document controlling and properUp keep of projects. 


Skills
· Excellent interpersonal skills, team building skills phone manner, and office etiquette.
· Self-motivated individual with creative thinking capabilities and flair for taking initiatives.

· Active in  Administration & user support

· Proficient use of Oracle E-Business suite /Enterprise Asset Management Module.

· Familiar with ISO 9001 system and procedures.

· Good IT skills and familiarity with Microsoft Office package.
Additional Skills:
· Telephone Skills : Professionalism Through Basic Skills

· Time Management : Developing a Time Management Plan

· Organization Skills : Time Management
EDUCATIONAL PROFILE

ACADEMIC
  

:
B.C.A - Bachelor of Computer Application 
TECHNICAL


:
Diploma in Computer Applications 

Passport Details

Place of Issue
:
Trichy
Date of Issue
:
17.07.2014
Date of Expiry
:
16.07.2024
Personal Information

Date of Birth
:
20th April 1983
Sex
:
Male


Marital Status
:
Married

Nationality
:
Indian

Religion
:
Muslim

Visa Status
:
Employment
Languages Known
:                      English, Hindi, Tamil, and Malayalam 
References
: 
Furnished upon request

Declaration: I hereby solemnly declare that the above particulars are true to the best of my knowledge and belief.

