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 WISELY.364108@2freemail.com 

WISELY 
PRO / Administration 
	

	Profile
	Proactive and self motivated Administration and Public Relation Officer with quick ability to unlearn and relearn, analytical ability and team building capability.



	Experience in UAE
	Aug 2012 - Sept 2015                   

JRD International

Jebel Ali Free zone, Dubai

UAE



	
	Public Relations Officer

· Prepared customs related documents such as Bill of Entry, Certificate of origin, Packing list, Bill of Exchange,  Gate Pass,  and other necessary documents for import and export clearance.

· Prepared the invoice for export or local sales
· Liaised with the bank. 

· Followed up with factory and ensure the consignment is loaded securely and is brought to the port within the agreed time. 
· Submitted all the required documents to the logistics company.

· Obtained approvals from food control department for all exports.
· Attended all government meetings and updated the management on the latest government policies.



	
	Jun 2008 - Jun 2012                   

Essen Global LLC

Umm Al Quwain
UAE



	
	Public Relations Officer

· Coordinated with the Head office at Chennai and Production team for manpower planning

· Obtained the necessary visa and approvals for recruiting employees 

· Managed employee immigration and visa processing, payment of wages to the employees according to the Wage Protection System of UAE.

· Managed all personnel and administration activities

· Maintained employee profile and attendance

· Monitored employee attendance

· Facilitated training programs for newly recruited worker

· Arranged accommodation and transportation facility to the laborers
· Resolved worker related conflicts and grievances

· Processed final settlement and exit processes for separating employees.

· Managed the  facilities at the organization and in the labor camps

· Liaised with UAE government, Ministry of Labor for obtaining all the necessary certification, clearance and license.

· Ensured organization conformance with the statutory guidelines of UAE government.


	Experience in India
	Feb 2016 - Apr 2017                   

SOLARday2day

Chennai
India


	
	Head - Administration
· Set up the main office in Chennai and Branch Office in Nagercoil

· Managed recruitment activities in the head office and branch office
· Conducted training program for new recruits

· Maintained employee profile, attendance, daily work log, performance record, salary payments etc.
· Monitored and controlled inventory.

· Coordinated between customers and sales force.



	
	Nov 2003 - Apr 2008                  

DEO Power Systems

Nagercoil
India


	
	Business Development Manager
· Analyzed the market scenario and determined potential customers.

· Developed customers relationship and generated proposal for potential customers.

· Identified targets for marketing executives.

· Trained the newly recruited marketing executives

· In Charge of all the employee oriented functions
· Gathered feedback from customers and prepared MIS for decision making


	
	Jan 2001 - Sep 2003                  

Annamalai Associates
Tirunelveli
India


	
	Sales Officer

· Built dealer network

· Created product awareness amongst the dealers
· Convinced the dealers to take up various promotion activities to boost the product sales. 

· Managed dealer orders and payments. 


	
	Mar 1998 - Dec 2000
Maria Russel & Co.,

Nagercoil
India


	
	Accounts Officer

· Maintained daily accounts, receivables, collection, bank reconciliation.
· Generated Profit and Loss statement and Balance Sheet.


	Educational Qualification
	· Masters in Business Administration - Marketing - Year of Passing: 2016
· Bachelor of Commerce - Year of passing : 1997
· Higher Secondary Studies - Year of passing : 1994


	Other Skills 
	Software Skills: Windows 8, MS Office 2010 and Tally 9
Languages known: English, Tamil, Malayalam and Hindi
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