	SURESH
Sharjah                                                                                                                

United Arab Emirates                                                                                  Email: suresh@2freemail.com
                                                                          

	EXPERIENCED SENIOR ADMINISTRATION EXECUTIVE
Total 22 Years of Experience which includes 17 years in DUBAI AIRPORTS




Resourceful administrative and payroll professional with extensive experience providing support to executives and departments. Having a flexible and helpful attitude towards work and able to maintain accurate employee records and keep senior management informed about all payrolls related processing; and able to balance the needs of management, providing excellent customer service, and maintaining high level of confidentiality. Utilize strong organizational, planning and communication skills towards improving operational efficiency.
· Effective skills in maintaining employee payroll accounts with a keen eye for identifying discrepancies.

· Detail-oriented with strong analytic skills aimed at producing quality work under strict deadlines.

· Well versed in analyzing financial statements on a trended basis and exposure on various Reports.

· Keen knowledge of managing process improvement strategies in compliance with standard protocols and procedures.

· Good knowledge of computer software and applications, including Hands-on experience in the Oracle Financial Modules. 
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KEY SKILLS & EXPERTISE

· Payroll administration 
· Preparing Financial Reports

· Financial Accounting  


· Accounts Payable & Receivable

· Management Accounting


· Accounts Reconciliations 


· Risk Management

· Insurance and Claim Process

· Complaints Investigations

· Payroll Management

· Debt Collection

· Excellent Team Player

· Good Analytical Skill

· Attention to detail

· Problem solving


· Administration Skills

· Presentation Skills

· Quick Decision Making

· Software Proficiency: Oracle Financial HRMS and MS Office Applications
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PROFESSIONAL EXPERIENCE
PAYROLL OFFICER
Dubai Airports – Finance Unit – Dubai, UAE   
        
                     
          Jan 2016 – Present
Responsibilities:
· Arranging the payment of salaries for 3250 employees through the computerised payroll system. 
· Enter payroll into systems so that they can be processed and amounts can be calculated automatically.

· Providing training & support to new employees and more junior members of the team. 
· Ensure that all advances and deductions from salaries are processed on time and accurately.

· Review payroll records to ensure that they comply with the company’s policies and procedures.

· Maintain files are records pertaining to employee payroll and enter information such as new employees, retirements and terminations.

· Investigate employees’ complaints concerning pay deposits by following up with banking institutions.

· Respond to inquiries from employees and management executives and resolve any issues that may transpire.
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ADMIN. OFFICER/EXE. ASST TO VICE PRESIDENT FINANCE


 
    
Dubai Airports – Finance Unit – Dubai, UAE



                   Apr 2000 – Dec 2015
Responsibilities:
· Execute Correspondence of the management at independent level particularly for day to day operations, management issues (Internal/External) as per standard of accuracy & timeliness and establish communication at all levels of Finance Unit and Administrative level of Dubai Airports. 

· Manage and carry out administrative support for the Finance unit concerning to all matter related to VP and for the section Heads and staff. Acts as a primary point of co-ordination for internal and external stakeholders including Dubai Airports other Units, Airlines, Contractors and external vendors.
· Responsible for facilitating the efficient functioning of the Finance office through a range of administrative, financial and managerial tasks.

· Maintain VP’s calendar, scheduling meetings, confirming availability, and co-ordinate meetings and conferences in the absence of office manager to EVP. 
· Maintain Finance Operational records in a confidential and organised manner including Bank Authority matrix, staff databases, contact information and other admin related database.
· Receive, sort and prioritize action on all correspondence addressed to VPF and draft response in accordance with his instructions.

· Provides administrative and management support to Finance Department, by establishing, organising and co-ordinating office operations and procedures. Generate finance Unit Leave reports and attendance reports as required by VP.

· Maintain a library of having all Finance policies and procedures, SLAs etc. Creates and develops work processes as required ensuring effective administrational support to VP Finance.
· Arranging procurement of all materials including getting good prices and arrange purchase of office requirements, such as furniture, manuals etc. 
· Supervise up-to-date Department filing system which ensures that the documents are easily accessible. 

· Preparing of Finance Staff Annual Leave Plan, Shift Cashiers duty rosters, leave schedules, and training schedules for Finance Staff. 
· Providing an effective document control, ensuring all documentation is drafted, formatted, presented and is made available to the intended recipient.
· Co-ordinate and/or set up meetings of management, customers, suppliers as well as staff, providing appropriate material for discussion to ensure the smooth conduct of such meetings. 
· Prepare and assist in formatting financial documentations (Quarterly Financial Reports, updated policies & manuals etc.,) for audit purposes.
· Act as a leave reliever of Accounts Officers and extending support for preparation of unit annual budget, scheduling expenditures, verifying payment invoicing, matching with LPO.
· To be the point of contact between Finance Unit & other relevant Units/external stake holders. Administer the Office functions as per the rules and regulations of Dubai Airports.
· Organizing department events – Team Building Event using social welfare fund
· Provide administrative support to all the Finance staff by organising and coordinating day-to-day office functions in an efficient manner.

· Manage the junior staff in support for better performance of Finance Unit and closely supervise them and monitor the day-to-day functioning of the Unit.
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PA TO MANAGING DIRECTOR
Sharif Metals – Sharjah, UAE   

 
        
                                   Jul 1997 – Dec 1999
Responsibilities:
· Responsible for correspondence, marketing communications, getting price from various countries, analysis of price comparison, presenting nutshell to the MD/ Dy.MD, which also at times involve elaboration of messages basis MD’s brief note. 

· Managing overall communications of the organization including incoming/ outgoing correspondences, and distribution of various Department Heads and follow up for their timely response. 

· Involve communicating customers over telephone on a regular basis in relations to the marketing of the products, handling claims of customers, which are the exclusive portfolio of the MD, and maintaining their statistics in Electronic Data Basis and generating various reports for information and study. 

· Designing quality policies and helping in adapting by various departments including the melting factory and the logistics. 

· Handle MD/ Dy. MD’s travel plan, managing day to day appointment of visitors, schedules, flight bookings and inter departmental communications on their travelling status. 
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SECRETARY CUM ADMINISTRATIVE EXECUTIVE
M/s. Caterpillar Inc. – Sharjah, UAE   

 
        
        
       Jun 1994 – Jun 1997
Responsibilities:
· Besides Secretarial work, co-ordination with the Engineers in preparation and submittal of technical and commercial offers, execution of projects, follow up with branch offices, suppliers, documentation, maintaining files and records etc. 

· Correspondence in connection with various Power Plant Projects, preparing submittals for the approval of Owner/Consultants coordinating with suppliers of major accessories for timely delivery and submittals, preparing monthly progress reports, submittals status and project schedules. 

· Responsible for making the travel arrangements/ hotel reservations of the manager and engineers.
SECRETARY TO COMMERCIAL MANAGER

Hindustan Lever Ltd – Mumbai, India   

 
        
        
     Mar 1991 – Mar 1993

Responsibilities:
· Secretarial and administrative duties in the commercial department.

EDUCATION/ CERTIFICATION
· B.Com – Bachelor of Commerce – University of Calicut – India 

     

           1989
· Diploma in Computer Applications – Indo German Cultural Society – Mumbai, India 

           1991
· Diploma in Personal Asst. cum Exe. Secretarial courses – Mumbai, India 


           1991
Training:
· Direct Attention Thinking Tools 

· Security Awareness 

· Customer Care 

· What matters most 

· Business writing 

· Learning to Learn
PERSONAL DETAILS
Marital status

: Married  

Languages known
: English, Hindi   

Nationality

: Indian


Driving License

: Valid UAE License
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