	Sudhir 

Dubai – U.A.E.

Mob.: C/o 971505891826
E-mail.: sudhir.378214@2freemail.com  
	[image: image1.jpg]





	
	Personal Details
	


	Date of Birth
	: 18-Jun-1969
	
	Nationality 
	: Indian

	
	
	
	
	

	Visa Status
	: Employment
	
	Visa Expiry
	: 22-7-2019

	
	
	
	
	

	Passport
	
	
	Place of Issue
	: Dubai

	
	
	
	
	

	Passport Issue 
	: 07-08-2011
	
	Passport Expiry
	: 06-08-2021

	
	
	
	
	

	Driver License
	: U.A.E. 
	
	License Expiry 
	: 26-11-2021


	
	Objective
	

	Seeking a job position of Administration Manager, where I can make best use of my leadership abilities, good decisions making skills and my administrative knowledge for the enhancement of the productivity of the Company.


	
	Experience Snapshot
	

	

	Operations  / Administration Manager
	May 2017 – Till date 

	Core Uniform LLC. Dubai – U.A.E.
	

	
	

	Administration / Purchasing Manager 
	May 2014 – May 2017

	Alwan Printing Press LLC. Dubai – U.A.E.
	

	
	

	Office Administrator 
	Feb 2007 - Oct. 2012

	Arabian House Contracting Co.  Dubai – U.A.E.


	

	Administrator (Non Medial Service)
	March 2003 – Oct. 2006

	Gopal Multi Speciality Hospital, New Delhi - India 


	

	Executive Assistant 
	Feb 1994 - Jan 2003

	Arabian Construction Co. Dubai – U.A.E
	

	
	


	
	

	
	Career History
	


Operations / Administration:
· Manages the growth and success of the team

· Coordinates activities that affect operational decisions and business requirements

· Manages the production, procurement, and planning of daily operations

· Plans, schedules, and reviews workload and manpower to make sure targets are being met on a cost-effective basis

· Manages the stock control, and checks that inventory records are accurate

· Ensures the production team has enough time to manufacture and deliver products based on the client's request

· Creates a detailed schedule based on strict deadlines

· Communicates any changes in the order or delivery date to relevant parties

· Makes sure the working environment maintains access to quality equipment

· Purchases materials and services required for production

· Confirms that health and safety regulations are followed

· Provides guidance to employees

Human Resource:
· Assist with day to day operations of the HR functions and duties.
· Provide clerical and administrative support to Human Resources executives.
· Compile and update employee records (hard and soft copies).
· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluations etc).
· Deal with employee requests regarding human resources issues, rules, and regulations.
· Properly handle complaints and grievance procedures.
· Coordinate communication with candidates and schedule interviews.
· Participates in administrative staff meetings and attends other meetings and seminars as necessary and to represent the department.
Purchasing:
· Estimating and establishing cost parameters and budgets for purchases.
· Create and maintain good relationships with vendors/suppliers.
· Maintain records of purchases, pricing, and other important data.
· Review and analyze all vendors/suppliers, supply, and price options.
· Negotiate the best deal for pricing and supply contracts.
· Ensure that the products and supplies are high quality.
· Maintain and update list of suppliers and their qualifications, delivery times, and potential future development.
· Attending meetings and trade conferences.
Hospital Administrator (Non Medical Service).

· Direct, supervise and coordinate functions and activities of hospital departments.

· Consulting and advising departmental needs on problems relation to operations of the hospitals.

· Recommend changes in administrative policies so as to carry out objectives of the hospital more effectively.

· Recommending improvement of hospital facilities, including construction or renovation of structure and purchase of new equipment based on personal inspection of premises.

· Considering hospital policies, knowledge of community needs and resources.

· Interpreting hospital and departmental policies, objectives and operational procedures through department heads.

· Resolving problems with department heads concerning such items as staffing, utilization of hospital facilities, equipment and supplies.

· Meeting with members of community and to promote good public relations for the hospitals.

· Attending meeting of professional civic and service organizations as a representative of the hospital.

	
	Education
	

	
	
	
	
	

	  Degree 
	: Bachelor of Arts
	
	Duration
	: 1990 - 1993

	
	
	
	
	

	Institution
	: Rohailkhand University
	
	City / State 
	: Bareilly –U P.

	
	
	
	
	


	
	IT Skills
	


	· Proficient in Microsoft Office and Quick Book


	
	Languages Known
	

	
	
	
	

	Language 
	Read
	Write 
	Speak

	
	
	
	

	English
	· 
	· 
	· 

	
	
	
	

	Arabic
	
	
	· 

	
	
	
	

	Hindi
	· 
	
	· 


	
	References
	


Available upon request.

