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    Prasad.375509@2freemail.com 

Seeking a role in a dynamic organization where I can apply and contribute my knowledge and skills towards the growth of an organization which provides an environment where ethics and talent reign supreme, leading to professional & personal growth.

Professional experience of almost 24 years (U.A.E. – 13 years & Mumbai (Bombay) – 10 years & 7 months) with a varied background. Knowledge in the various facets viz. Administration, Office Management procedures, Secretarial, Accounting, Procurement, Documentation in compliance to Quality System Procedures outlined by ISO 9001:2000, proficient understanding of popular computer software and other office equipment. Excellent customer service, with strong attention to detail and organization.

· Highly organized & efficient.

· Knowledgeable about office procedures.

· Strong sense of responsibility.

· Energetic & capable to work under pressure.

· Exceptional typing speed.

· Pleasant & friendly demeanor.
· Excellent communication skills.

· Good work ethic, always on time with high attendance.

· Emphasis on communication with co-workers & customers.

· Sincere, straightforward, hard-working and peace lover.

Contd……

Period

 : May 2016 to November 2017 (1 year & 7 months)
Company

 : M/s. Amaan Goldstone LLP, Mumbai, India, Real Estate

   Development Company.
Position

 : ADMINISTRATION OFFICER

Responsibilities : Administration duties comprising of;
· Reporting to the Director.
· Independently drafting letters.
· Monitoring inward & outward correspondences.

· Maintaining track of all authority NOCs.

· Introduced & implemented Electronic Filing system (EFS).

· Ensuring effective control and routing of documents.

· Maintaining Daily Staff Attendance.

Period

 : January 2003 to March 2016 (13 years)
Company  
 : M/s. Al Sahel Contracting Co., a leading Construction
   Company in Dubai, U.A.E., an ISO 9001:2000 Certified.

Position 


 : SENIOR SECRETARY
Responsibilities
 : Site Office Administration comprising of;
· Reporting to the Project Manager.

· Delegation and monitoring of duties to assistant (Document Controller), Office Boys and Drivers.

· Independently drafting letters.
· Monitoring inward & outward correspondences.

· Maintaining track of all authority NOCs.

· Organizing meetings with Client/Consultant/Sub-contractors/Suppliers/   co-workers.
· Maintaining Daily Staff Attendance.
· Co-ordination with Head Office.
· Implementation of Electronic Filing system (EFS).
· Online documentation on ERP system.

· Maintaining Site Petty Cash account.

Contd……

· Submission of Weekly & Monthly Progress Reports to Client & Consultant.
· Follow-up with the Project Manager on actions agreed upon in Management Review Meetings.

· Ensuring effective control and routing of documents.

· Review and action on internal audit reports.

· Control and circulation of the Project Quality Documents.

· Routing of Internal Crew Leaders & Sub-contractors Payment Certificates.

· Routing of Payment Demands and Payment Certificates. 
· Periodical Evaluation of Supplier and Sub-contractor Performance.

· Verification of Daily Site Activity Report, Inspection Requests, Submittals pertaining to Pre-qualification Documents, Materials, Shop Drawings, Technical, etc. prior to submission to the Consultant.
· Follow-up with the Consultant for approval of the submittals. 

· Compilation and submission of the project handing over documents to the Client & Consultant and in-house Facilities Management Division.
· Archiving of all the project documents, drawings, etc. 
During the above mentioned tenure, also worked in the Finance Cell as an Accounts Assistant and in Procurement Cell as a Procurement Assistant.
Period

 : June 1994 to July 2002 (9 years)
Company

 : M/S. RAKESH & ASSOCIATES, MUMBAI.
                   A manufacturer of Construction Equipments/Machineries.
Position

 : OFFICE EXECUTIVE CUM ACCOUNTANT.

Responsibilities
 : Office administration comprising of;
· Handling of day-to-day accounts.

· Assisting auditors in finalization of accounts.
· Handling Bank accounts.

· Planning of cash flow.

· Disbursement of salaries to Office Staff and wages at Workshop.
· Independently drafting letters.

· Assigning work to different departments.
· Preliminary interview of candidates.
· Price negotiation and preparation of Purchase Orders for procurement of Raw Materials.

Contd……

· Developing new Vendors.
· Verification and payment of bills received from Vendors.
· Attending enquiries, preparing quotations and submitting it to Clients.

· Preparation of invoice. 
· Follow-up and collection of outstanding.

· Organizing meeting with the Clients.
· Co-ordination with Registered Office & Workshop.
· Co-ordination with all departments.
· Implemented proper documentation system for transfer of Material from Regional Office to Workshop and vice-versa.
· Preparation for Expo.
· Implementation of proper filing system.
· Managing logistics for delivery of equipments to Clients.
· Attending Clients complaints and co-ordination with service department to attend & fix the problem.
· Developed standard format for Calibration / Commissioning / Inspection report of the equipment.


Commerce Graduate from Mumbai (Bombay) University, India.

Well versed with Microsoft Office, Electronic Resources Planning (ERP) system, Electronic Filing system, Aconex system, Microsoft Outlook, etc.

Date of Birth   : 06th February 1972.
Marital Status  : Married.
Languages Known : English, Hindi & Marathi (mother tongue).
Visa status     : Visit visa 
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