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  LALIT 

Email

:

Lalit-397238@gulfjobseeker.com 
Address

:

Dubai, UAE

Notice Period

:

Available to join immediately
CAREER OBJECTIVE
To seek a responsible and challenging position within a reputed organization in the field of Administration, Human Resource, Sales & Operations and invest all my professional skills, qualification and valuable experience to the optimum level, to facilitate continued career growth and to produce best results for the organization.

PROFESSIONAL SUMMARY

A highly organized, committed and task oriented professional with over 14 years of valuable experience in the field of Administration and IT with an extraordinary blend of leadership, public relations and business knowledge. 
Expertise:


General Administration


Asset & Facilities Management


Insurance Claim Management

Payroll & HR Administration 


Data Management

Procurement & Vendor Management


Sales Support Coordination


Document Management


IT & ERP Management


Inventory Control


Cash Management


E-Commerce

PROFESSIONAL EXPERIENCE

Administrator / Senior Costing Executive
Jun 2005  – Feb 2020 (Dubai, UAE)

Duties & Responsibilities (ADMINISTRATION):

· Key individual responsible to provide overall administration support to Sales & Service team in achieving the monthly target. Ensure all system transactions are completed timely and accurately in Oracle ERP system. Raising system related issues and getting them resolved by liaising with IT department.  First point of contact for all Sales, HR and employee related issues/queries.
· Petty cash management. Raised new purchase orders, handled bills / invoices and ensured timely payment to vendors.
· Managed timely repairs of new units by submitting insurance claim documents to Insurance Company & follow up with workshop for repairs.

· Managed the vehicle registration, renewal & traffic fine payment of all company & staff vehicles with proper record keeping.

· Managed employee’s leave records in Oracle system, timely renewal of visa and handle employee’s queries and resolve them on time.

· Ensured proper recording of employee’s attendance in Bio-Metric system, updating shift schedule and resolved any queries/issues.

· Prepared monthly payroll data of staff’s attendance, overtime, incentive and timely submission to Finance for payroll process.
· Ensured proper housekeeping, safety and security of the whole premises. Raising a maintenance request and get the maintenance work done on time.
· Handled new permit request for storage and disposal and timely renewal of existing permits with Dubai municipality

· Ensured adequate stock and timely supply of office stationery and other items.

· Provide day to day administrative and operational support to the department.
Duties & Responsibilities (COSTING):
· Prepared accurate and efficient costing of all retail, warranty, insurance and internal jobs and to ensured accurate invoice generation in Oracle ERP system.

· Completed costing for all retail and internal labour/consumables and sublet lines and group them together as per charge type using proper menu price code.

· Ensured the jobs are costed using standard labour operation using appropriate GL codes.

· Ensured all internal jobs are supported with proper authorization.

· Ensured the time allocated for the jobs is correct as per the operation code and it is charges in full so as to maximize profitability.

· Followed up with respective department, if any repair order is kept pending for more than 30 days.
PREVIOUS EMPLOYEMENT 

SAM-SAN TRAVELS  

Web Designer - Mar 2002 – Mar 2005 (Mumbai, India)
· Entirely responsible for administration & enhancement of online travel & hotel booking website.

· Designed new web pages using Photo shop and Front Page.

· Scanned & Retouched pictures to improve quality to use on the website.

· Created key words for search engines and submitted websites to search engines.

AUM SOFT SOFTWARE
HTML & Java Script Programmer - Jan 2001 – Feb 2002 (Mumbai, India)
· Primarily involved in data entry for web sites, portals, ERP and Inventory packages.

· Designed web pages using HTML tags and Java Script.

ICICI BANK
Supervisor (Credit Card Operation) - Mar 1999 – May 2000 (Mumbai, India)
· Supervised a team of Data entry operators.
· Verified the data entry of credit cards & personal loan application forms in the system for 100% accuracy.
· Trained new employee.
ACHIEVEMENTS

· Reduced office expenses by adopting cost effective strategies.

· Reduced lead time in process approvals by restructuring admin procedures.

· Enhanced operational efficiency by implementing proactive document control procedures.

· Supported in designing and implementation of oracle ERP system for branch operation activities

KEY SKILLS & COMPETENCIES

· Dedicated, hardworking with good interpersonal skills and high integrity.

· Excellent organizational skills, ability to priorities workload, handle multiple tasks & thrive in a challenging, fast-paced, time sensitive environment. 

· Possess solid computer skills, Ability to easily adapt in any type of business software system

· Self-motivated with strong attention to detail and the ability to handle varied responsibilities.
ACADEMIC & CREDENTIALS

· Completed 1 Year Certificate Course in C, C++ & Web Technologies in 1999 (India)

· Completed 2 Years Higher Diploma in Software Engineering (APTECH Computer Education) in 1997 (India)

· Bachelor of Commerce in 1998 (India)

· Senior School in 1995 (India)
IT SKILLS

· Proficient in Oracle 11i,  ERP applications & Database, JavaScript & HTML Programming

· MS Office Tools (Word, Excel & PowerPoint)

· Internet Applications

ADDITIONAL INFORMATION

Date of Birth:

Languages:

Nationality:

Gender:

Marital Status:
24th Aug, 1978

English, Hindi, Gujarati & Marathi
Indian
Male
Married
I hereby declare that the information furnished above is true to the best of my knowledge
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