 Email: ajay.375183@2freemail.com  
The  Human  Resource  Manager
Dubai .                                        
7th  December ,  2017
Dear  Sir  / Ma’am ,
Good  Morning  and  Good  Day  To  You !
I  would  like  to  place  my  name  forward  as  an  Office  Administrator  cum  Customer  Service  Officer .   Certain  amount  of  experience  I  have  gained  over  the  years ,  hoping  to  utilize  it  in  a  similar  organization  combining  experience  in  office  and  store  administration  with  customer  care ,  service  and  support .
This  job  would  require  a hard-working and  customer  service  oriented  administrative professional  like  me . In  addition  to  this  I  am  sensitive  to  confidential  matters  and  can  be  relied  upon  to  keep  information   safe .

I   am   positively   confident   in   my   ability  to  meet  the   demands   of   this  role  and  also   have   the  passion  to  work  with   diverse  groups  of  people   in   a  dynamic  and  unique  working  environment . Though  may  not  have  UAE  experience , my  21  years  experience  as  an  Office  Administrator  would  be  sufficient  enough   to  start  , source  and  guide  my  way  to  be  a  complete  success  in  this  position .
It would be a great privilege if I’m given the opportunity to work in your recommended  company and  look  forward to the opportunity to meet and discuss my application further.
Yours  Sincerely ,
Ajay  
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Career  Summary

An  experienced , organized , polite , friendly , flexible , seasoned  and  sociable  multi - tasker  who  can  coordinate  the  flow  of  paperwork  around  an  office  and  provide  administrative  and  customer  care  management  support  of  the  highest  caliber . Abraham  can  keep  a  cool  head  in  busy , complex  circumstances  and  is  the  kind  of  person  who  inspires  others  to  work  to  their  optimum . He  has  the  kind  of  solid   administrative   management  experience  under  his  belt  that  will  allow  him  to  make  an  impact  from  day  one  in  any  company  that  he  joins . Right  now  he  is  looking  for  a  unique  role  that  he  can  make  his  own  and  would  like  to  join  a  company  that  encourages  cooperation  and  communication  between  its  staff  and  senior  managers .  
Career  History

      Office  Administrator                                : July , 1996 – September , 2017
Employer’s  Name                                     : GIGI  DECORATORS

· Have  a  mature  outlook  and  a  keen  sense  of  responsibility .

· Have  been  successful  in  using  my  time  and  man  management  skills  to  cost effectively  handle 150 - 200  people  over  multiple  sites  across  states .
· Coordinated  with  Project  Managers  across  National  Projects  to  ensure  optimal  use  of  material / logistics / personnel  for  successful  job  completion .

· Purchased / maintained / stored Civil and  Hardware  items , office  stationary , laptops , computers  and  peripherals , civil  books , CDs , DVDs , pen drives , etc. 

· Defined  and  delegated  works  through  site  drawings  to  engineers , designers , supervisors  while  interacting / problem  solving / supervising masons , electricians , carpenters , plumbers , stone / tile  masons  etc. and  alongside interacting  with  clients  for  their  specific  requirements .
· Optimized  Sales  by  Bringing  business / clients  through  advertising / interacted  with  Architects , Heads  of  Business  and  Export  houses , Heads of  Institutions School  and  College  Principals , etc. increasing  margins 1.5%  year  on  year .
· Arranged  finance , maintained and ensured accounting standards , tax regulations  and  cost  cutting  where  required .

· Took  care  and  checked  for  compliance  like  safety  and  work  ethics .

· Strong  ability  to  work  to  tight  schedules /  deadlines  and  under  pressure  through  effective  utilization  of  time , manpower , materials  and  cost .
· Thorough  detailing  and  checking  in  maintenance  and  renovation  works .
· Can  read , write  and  speak  fluently  in  English  and  Hindi .

· Maintained   P & L  statements  for  individual  site  offices .

· Working  knowledge  of   MS  Office – Word , Outlook and Excel .

· Handled  and  maintained  Petty  Cash  accounts .
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Administration  Executive : March  2016 –  January  2017

Employer’s  Name              : Christian  Medical  Association  of  India ( CMAI )

· Ensured  office  procedures  and  systems  operate  efficiently .

· Reviewed / Renewed  Property  tax  of  properties , Insurance  payments  of  all  staff  and  vehicles , AMCs’ of  office  including  air conditioners , printers , photocopiers , IT  servers , generators , pest  control , fire  fighting , etc.

· Located  tenants  for  office  and  residential  properties , drafted /  made legal  rent  agreements , checked  expiry and  examined  its  worth  and  renewal .

· Rail  and  Air  booking / cancellation / verification  and  prepared  monthly  statements  for  payment  to  travel  agency .

· Quarterly  maintained  inventory  list  of  company  and  other  projects .

· Processed  purchase  orders  of  delivery  notes  and  followed  up / closed outstanding  accounts .                                                                                                                                                 
· Purchased  office  stationary  when  stocks  were  low  and  monitored / maintained  store  records  of  existing  stationary / medical  books / diploma  certificates / corporate  gifts  etc. .

· Proofread  MOU , Staff  and  Travel  Rules  and  other  important  documents .

· Handled  administrative  requests  from  company  staff  including  providing  transport  and  arranged  accommodation  for  staff  and  guests .

· Coordinated / oversaw / estimated / final  billing / account  settling  of   renovation  and  maintenance  works  of  various  office  and  company  residential  properties .

· Processed  documentation / collected  fees for  medical  diploma  courses .
· Provided / dispatched  to  students / hospitals , required  medical  course  books / diploma  certificates  etc. all  over  India .

· Processed / filed documentation , Relationship  building  with  Government  offices  and  agencies  and  Retainership  Lawyers .  

· Smooth  streamlining  of  softwares .

· Supervised / delegated / defined  responsibility  to  clerical  staff  and  drivers  for  maintaining  the  upkeep  of  premises / overseeing  security / CCTV  in  and  around  office  building  and  other  company  residential  properties  spread  over  Delhi .
· Maintained  and  updated  petty  cash  expenses  in  its  register .

In  my  one  break  year  after  completing  my  college  I  was  a  Gym  Instructor  from  June  1995  to  June  1996  and  played  professional  football .                     
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Career  Objectives

· To  keep  an  open  mind  for  new  ideas .

· Continue  with  the  motivation  to  learn  and  constantly  improve  processes. 

· Creating , establishing  and  maintaining  working  relationships , cutting  across  departments / staff  levels .

· To  be  creatively  thinking  out  of  the  box  and  effectively  contributing  in  solving  office  issues  for  a  smooth  functioning . 

Education

1995   Bachelor’s  Degree  in  Commerce  from  University  of  Delhi  ( India ) .
Hobbies 

Cycling  ,  Playing  Football  and  Badminton .
Personal Details 

Email 

   :         ajay.375183@2freemail.com 
DOB 

   :         4th June, 1971

Nationality         :         Indian

Visa  Status        :         Visit  Visa  valid  till  9th  January , 2018 .

Marital  Status   :          Married

Gender               :          Male
Notice  Period    :          Immediate  Joining
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