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RANJIT
ACCOMPLISHED SECRETARIAL OPERATIONS PROFESSIONAL

	Ranjith-401491@2freemail.com 
	+ +971504753686


Visit visa-valid till 18/10/2021

Offering 12+ years of GCC experience in running successful method-oriented operations and taking initiatives for business excellence through process improvement

Executive Profile

Experienced with top management in multinational environment with exposure of providing comprehensive support for executive-level staff including scheduling meetings, coordinating travel, consolidating reports and managing all essential tasks like diary and calendar management of executives

Expert in delivering secretarial support involving managing of top

· confidential correspondence, document flow, screening telephone calls, attending visitors and directing various queries to relevant departments

Collaborating with Admin Dept. (PRO) & group HO/HR for issuing employees entry visa, arranging medical examination, EID process, residence visa stamping, passport & visa renewals, on time approval of employee leave applications, resignation, release of settlement

money, passports as per the company policies and procedures Skilled in supervising daily tasks that include records management, budget allocation, payroll processing, inventory management and petty cash monitoring

Excellence in independently performing internal communication functions entailing sharing presentations, business circulars, monthly reports and so on with maintenance of confidential

documents

Proven track record of maintaining confidential documents and keeping organized record of every event, meeting and business activity

Team-based management style coupled with the zeal to drive visions into reality

Education & Credentials

Bachelor of Arts (Hindi) from Kannur University, Kerala in 2005

Others:

Aptech Certified Computer Professional (ACCP)

Front Office Management conducted by Non-resident Keralite Affairs (Norka Roots) Dept., Govt. of Kerala

Notable Accomplishments

Managed crisis situation related to online logistics process Streamlined the Document Management System and administrative standards leading to an efficient workflow

Imparted on-the-job-trainings to 3 members on various processes such as Admin. & Project Operations

Contributed in the establishment process of several subsidiary companies from incorporation stage up to operational stage

Technical Skills

MS-Office, Employee Self-service Smart HR (Adrenalin Software) Portal, Manpower Requisition (MPR) Portal

Hiring Manager Portal & Online Purchase Requisition (PR) Process (C Soft)



Core Competencies

General Office Administration

Secretarial Operations

Internal Communication

Event/Meetings Organisation

Budgeting & Cost Control

Travel Management

HR Operations

Statutory Compliances / Internal Control

Cross-functional Coordination

Soft Skills

Leadership
Visionary

Pro-active
Analytical

Result Oriented
Negotiator

[image: image2.png]11 000000)0)



Career Timeline

	Trading &
	 Steel
	

	Contracting Co., Al
	Structures 
	Technical Services

	Khor, Qatar as
	Group Company, Al
	LLC, Abu Dhabi as

	Administrative
	Ain, UAE as
	Office

	Assistant
	Executive Secretary
	Administrator


	
	May’05 –
	Jan’08 –
	May’10 –
	Oct’12-
	Jun’17-
	Nov’19-

	
	Dec’07
	Jan’10
	May’12
	Oct’16
	Jun’19
	Feb’21

	
	 Khadi &
	
	Petroleum
	
	Engineering
	
	

	
	Village Industries
	
	Products Company,
	
	FZE Gulf
	
	

	
	Board, Kerala, India
	
	Dubai as
	
	Group Co., Jafza,
	
	

	
	as Office Assistant &
	
	Administrative
	
	Dubai as Admin.
	
	

	
	Document Controller
	
	Assistant
	
	Secretary
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Work Experience

Nov’19-Feb’21: Technical Services LLC, Abu Dhabi as Office Administrator Reporting to: Admin Manager

Role:

Spearheading the office activities and operations to secure efficiency and compliance to company policies Regulated the complete internal and external transport coordination, all secretarial duties including emails, business correspondence, letter drafting, petty cash management

Processing of supplier invoices for payments; maintaining employee attendance and timesheets

Liaising with travel agencies for travel arrangements/ air ticket booking of all employees, all documentation works Schedule calendars, appointments, agenda/meetings, and prepare minutes of meeting

Maintaining the passports, personal files; coordinating with PRO for Medical, EID process, visa stamping, visa renewal, cancellation, controlling inventory and order office supplies Negotiating with suppliers and service providers to minimize cost/expenditure

Coordinating with manpower suppliers for hiring, required manpower allocation, mobilization, demobilization purposes, preparing and updating labour inspection file for inspection purpose

Ensuring smooth operation and compliance of discipline in labour accommodations, managing Office Boys and Drivers, regulating disciplinary actions against employees

Regulating the distribution of employee timesheets, identify the worker’s concern with regards to the discrepancies of salary distribution and take necessary actions accordingly

Processing of leave application for approvals

Following up with all concerned to expedite the admin process

Jun’17- Jun’19: Engineering Company FZE , Jafza, Dubai as Admin. Secretary

Reporting to: Deputy General Manager

Role:

Led office administrative facilities and ensuring availability of daily miscellaneous requirements to provide harmonious work culture to employees; acting as administrator for statutory compliance module Provided diverse, advanced & confidential day-to-day organizational support

Maintained time-bound schedule with appointments, meetings and reporting the same to Deputy General Manager at the end of the day

Managed the telephone, e-mail and other correspondence, preparing letters & MoM in a systematic manner Interfaced with Admin Dept. (PRO) & group HO/HR for issuing employees entry visa, arranging medical examination, EID process, residence visa stamping, passport & visa renewals, on time approval of employee leave applications, resignation, release of settlement money, passports as per the company policies and procedures Contributed in:

o Liaising with key executives on behalf of the Deputy General Manager on various matters including getting
reports & updates

o Organizing travel plans & visas, preparing itineraries, arranging hotel / guest house accommodation, booking the air ticket through online and monitoring the travel reimbursement
Processed various kinds of JAFZA authorized online entry gate passes (Dubai Trade & PCFC portals), renewals and complete documentation for the same

Conducted department events, conferences and annual functions

Worked on recruitment process of the company, coordinated with Corporate HR and maintained HR records & systems; tracked employee probationary periods and preparing detailed organization charts for the departments Coordinated with HR, Project Team, Camp Officials for employee internal transfer & arrangement of accommodation
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Coordinated client delegation inspection for upcoming projects

Oct’12-Oct’16: Steel Structures Group of Companies), Al Ain, UAE as Executive Secretary

Reporting to: Division Manager (General Management)

Role:

Managed the documentation of incoming, outgoing correspondences, E-Mails as well as prepared memos and letters Scheduled appointments, organized meetings, conferences, prepared the agenda, MOM and follow-up of the tasks Followed up with all departments, clients, main subcontractors, suppliers for the smooth, effective functioning of projects and division

Maintained relationship between Project Managers, Supporting Depts. and Team Members

Reviewed / proposed amendments for Letter of Intent (LOI)/Letter of Acceptance (LOA), Subcontract Agreement of projects in coordination with Design, Engineering, Estimation & Commercial Depts. as per respective HOD advice & company policies

Administered domestic/international travel arrangement and diary management of Division Manager Coordinated client delegate inspection for upcoming and running projects

Undertook activities such as screening visitors, guests, clients, customers on behalf of Division Manager and provided information on company’s services

Previous Experience

May’10 – May’12: Petroleum Products Company, Dubai as Administrative Assistant

Jan’08 – Jan’10: Trading & Contracting Co., Al Khor, Qatar as Administrative Assistant

May’05 – Dec’07: Khadi & Village Industries Board, Kerala, India as Office Assistant & Document Controller

Personal Details

Nationality: Indian

Date of Birth: 11th May 1983

Marital Status: Married

Languages Known: English, Hindi & Malayalam
VISA Status: Visit visa (exp-18/10/2021)

Reference: Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com

Mobile 0504753686 freecv@gulfjobseeker.com 

