CURRICULUM VITAE
RAKSHITH 



                               
E-mail: rakshith.353725@2freemail.com 
PERSONAL SUMMARY:

To obtain a challenging position that will provide the opportunity to use my experience and background while allowing me to grow and make a positive impact within a company.
Experience in UAE 

 Facility Coordinator & Store In charge : ASAS GROUP Al Qusais, Dubai (Oct 2015-till Date)     
Objectives:

Coordinate the day-to-day operations to ensure building processes ran smoothly without any unnecessary interruptions. Responsibilities included preventative maintenance, vendor services negotiation, mailroom operations, receptionist desk operations, conference room meetings and AV equipment setup
   •    Managing the Maintenance, Cleaning, Security/Fire, Telecommunications, Post and Supplies for the 

          Al Twar Centre and its associated buildings, working with preferred suppliers to provide essential

          services  and maintenance.

   •   To provide administrative support to enable the Facilities department to function effectively and   

        efficiently.
   •    Provide a first line contact for the Facilities Department for all internal and external           customers/contractors.           
   •    Participate in Facilities Rota, acting as the first port of call for Facilities queries and provide back-up

         to  Front of House staff to ensure arrangements for functions, VIP visits etc. go smoothly.           

   •    Manage the issuing and cancellation of security passes to staff and contractors.

   •    Manage key and lock changes to offices, including ordering of supplies.

   •    Order and manage all furniture requests for the building.

   •    Ensure the Facilities service offered to the ATC and its commercial tenants suits customer need.

   •    Respond effectively to all telephone queries and complaints, using effective listening, questioning and  problem solving skills.
   •   Carry out weekly walk rounds, ensuring the building is maintained in good order, noting any defects and raising with HOD. Coordinate follow up on action items.

   • Assist the Head of Facilities to monitor service standards in Front of House areas, including, cleaning and rest rooms. 
   • Recommend to the Head of Facilities improvements that could be made to the cleaning and security services.

   • Review and make recommendations to maintain building integrity, maintaining accurate records as required.

   • Assist in the compliance of existing Health and Safety policy, safe working practices.

   • Allot areas within the parking space for employees 

   • Receive suggestions from employees to introduce new facilities and upgrade the existing ones
STORE IN-CHARGE – 
· Managing stock and arranging materials division wise.

· Keeping inventory check of stocks

· Ordering stock on time before materials run out

· Creating ways to increase the sales and effectiveness

· Dealing with customers with complains and solving the issues

· Resolving issues in between the store employees

· Preparing weekly stock reports 

CARRIER HISTORY:
STORE IN-CHARGE - Bhatia Brothers Supplies & Trading & Partners, Muscat, Oman

August 9th 2010 – September 30th 2013

Involved in the Stock and Inventory Management

Organized operations like ordering, delivery & stacking
· Preparing Delivery Orders and Purchase Orders.

· Receiving and dispatching of materials.

· Supervising helpers and other technicians.

· Coordinating with the marketing team and look after delivery 

· Inventory Management.

· Maintaining daily report. 

SALES EXECUTIVE - Bhatia Brothers Supplies & Trading & Partners, Muscat, Oman
October  2nd  2013 – November 30th 2014

Involved in the strategic market planning for the companies services 

Organized merchandising operations like, promoting products at exhibitions and product launch 

TRAINING ATTENDED:

· Attended Training on Lifting & Rigging methods, conducted by CROSBY Middle east held in, Muscat. 

· Attended Training in Lifting Equipment’s, conducted by YALE & COLUMBUS MCKINNON Products, held in Dubai. 

· Attended Training on Lifting & Rigging solution conducted by the Wire rope Sling Manufacturing Co, SLING MAX in Dubai.

· Visited Brunton Wolf wire rope manufacturing facility to understand the process of wire rope manufacture in Dubai.
PREVIOUS CAREER HISTORY

Worked as a Sales Coordinator at Purshottam Kanji Trading Co (Oil & Gas Division), Muscat, Oman, during 2010
	
	
	
	


ACADEMIC QUALIFICATION:
Bachelors in Business Administration(Incomplete)

Mangalore, India
 
 2006 – 2009

Pre-university College – Commerce


                        Mangalore, India

 2003 – 2005

SOFTWARE SKILLS:

Accounting Software

Tally 7.2 (Tally 6.2 Version Course Certificate in Mangalore)





and well versed with MS-Office

PERSONAL DETAILS:
PLACE OF ISSUE


:  
BANGALORE, INDIA
DATE OF EXPIRY    


:  
19.01.2019

DATE OF BIRTH


: 
18.08.1987 

DRIVING LICENSE


: 
Light - Oman (valid in the GCC)
LANGUAGES KNOWN

:  
English, Hindi, Arabic, Kannada, Tulu & Urdu 

REFERENCES



:
will be provided on Request
I, hereby declare that all the above details provided are very true to my knowledge.
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