
Assignments in Administration,  Sales & Marketing, Quality / Health / Safety / Environment Management 

 with an organisation of repute. 
PROFESSIONAL OVERVIEW 

· A competent professional with 22 years of rich experience in QHSE (8.5 years), Sales Administration, Office Administration & Personnel Administration in Middle East & India.

· Sound understanding in JAFZA, EHS, Chamber of Commerce rules and regulations and 3 years experience in handling various licenses, approvals and other legal issues with them.

· Presently working with Proserv Group, Norway (Middle East office, Jabel Ali) as Manager (Admin/QHSE).
· Adept in implementing integrated management system, conducting internal audits, dealing with certification bodies, raising the performance reports and customer satisfaction reports to top management

· Sound understanding of:

· ISO 9001:2008
· OHSAS 18001:2007
· ISO 14001:2004
· Certification agencies DNV / BVQI (BV)/ TUV
· HSEQ Rules & Regulations and Labor laws of  UAE Government, Dubai Municipality and JAFZA

· An experienced working knowledge and trainings of appropriate international HSE practices, regulations, emergency response, incident investigations, waste management, environmental monitoring, HSE management.
· A team player with good written communication, presentation, computer, interpersonal and supervisory trainings and skills.

CORE COMPETENCIES 

Administration:
· Liaising with JAFZA, EHS, Chamber of Commerce, Customs, DEWA etc for obtaining Trade License, Chamber of commerce License, Operation Fitness Certificate  etc.

· Liaising with other Middle east offices and branches.

· Conducting Management meetings and taking minutes and report the findings to senior management.

· Taking care of staff accommodation, rentals, Lease agreements etc.
· Ensure proper house keeping, office/factory maintenance etc.

· Ensure adherence of various legal requirements, and maintenance of various legal records.

· Evaluation and selection of suppliers.

Quality / Health / Safety / Environment Management:
· Verifying the implementation & operation of QHSE systems, by planning and conducting internal quality audits.

· Ensuring that the company QHSE policy, is fully understood, implemented, operated and maintained.

· Reviewing, updating and controlling the distribution of the company’ QHSE manual and related procedures.
· Generating project specific QHSE plans & ensuring that all contractual / company and local authority requirements for Health Safety & Environment (HSE) are complied with.

· Conducting reviews of the approved suppliers and subcontractor’s list, ensuring customer’s / client’s requirements are fulfilled.

· Liaising with client’s QHSE representative, to ensure that all potential and actual quality issues are fully resolved.

Sales Administration 

· Designing & implementing robust payment processes and procedures by ensuring adherence to compliance.

· Undertaking sales analysis of the market & making presentations with regards to sales.

· Monitoring each distributor sales and intimating the respective Field Personnel on the level of achievement for necessary actions.

· Coordinating with the channel field team and central operations to ensure zero pendency. 

· Developing long-term partnerships with vendors; managing day-to-day supplier performance of vendors to ensure meeting of service, cost, delivery and quality norms. 

OCCUPATIONAL CONTOUR 

Since Jan’07 with Proserv Middle East as Manager (QHSE/Administration)  

· Developing, implementing, updating, certifying & maintaining the Quality / Safety / Environmental System inline with ISO Standards and Proserv Group policies. 
· Working in close coordination with project / sales departments to create marketing tools and pre qualifications. 
· Planning & conducting internal audits, management reporting, making management programs, initiating continual improvement programs and encouraging team work.
· Ensuring continual improvement of Quality system.

· Liaising with JAFZA, EHS, Chamber of Commerce, Customs etc for obtaining Trade License, Chamber of commerce License, Operation Fitness Certificate  etc.

· Taking care of staff accommodation, rentals, Lease agreements etc.

· Evaluation and selection of suppliers.

Attainments:

· Successfully developed, implemented, audited, and achieved ISO Certification for the new manufacturing division of my current organization in Saudi Arabia.
· Successfully developed, implemented, audited, and achieved ISO Certification for the new manufacturing division of my current organization in Qatar.
· Served as Lead Auditor / Trainer for Quality Management System.
· Quality systems updated in the organization.
· Vendors identified / developed.
· Cost saving measures undertaken.
· Process implemented, streamlined or introduced.
· Obtained Operation Fitness Certificate and other legal approvals from JAFZA and EHS authorities for the new office and factory.
Feb’01 - Dec’06 with International Aeradio Emirates LLC, Dubai  (SERCO Group. U.K.) as Quality Administrator /  

                                                                                                                                                 Internal Sales Officer
Quality :
· Ensuring training and use of quality system implementation among the organization. 
· Coordinating with various departments to create marketing tools and pre qualifications. 
· Resolving customer complaints and evaluating customer satisfaction. 
· Planning / Conducting Internal Quality audits.

· Organize third party Audits.

Sales:
Internal sales activities, supporting the frontline sales managers, customer care, plan business development activities, coordination with project/sales/marketing depts. to create sales/marketing tools and pre qualifications, handling large accounts like Emirates Airlines, Dubai Police, Dubai Civil Aviation etc, negotiations with suppliers and customers, active involvement in organizing exhibitions and other marketing activities.

Attainments:

· Quality systems maintained/updated in the organization
· Unique initiatives taken to improve the process
· Vendors identified / developed

· Process implemented, streamlined or introduced.
Apr’92 – Dec’00 with Philips Middle East, Dubai as Regional Sales & Marketing Executive

Internal sales activities, supporting the frontline sales team, customer care, plan business development activities, coordination with project/sales/marketing depts. to create sales/marketing tools and pre qualifications, Tender response preparation and follow-up, negotiations with suppliers and customers, preparing sales reports to management, Technical documentation, active involvement in organizing exhibitions and other sales and marketing activities.

PREVIOUS ASSIGNMENTS 

Jan’91 – Mar’92 with Ginco Group of Companies, Dubai as Office Manager
Jan’89 – Dec’90 with Khoory Enterprises, Dubai as Sales Assistant
Nov’86 – Dec’88 with Vijay Tanks & Vessels Ltd, India as Personnel Assistant
May’86 – Oct’86 with Taj Holiday Village (5 Star Hotel), India as Management Trainee
CERTIFICATIONS 

· Certified Lead Auditor in ISO 9001:2000 & OHSAS 18001:1999 from DNV & BVQ, Dubai, accredited by IRCA UK.
· Certified Internal Auditor / System Implementer for ISO9001 & OHSAS 18001 series from TQM.
· Certification in Process Auditing for ISO9001 series from QMI.
· Certification in QMS Documentation from BVQi.

TRAINING PROGRAMS
· Strategic Selling by Miller Heiman.

· Creating Superior Service by Mercury International.

· Business Writing Skills by Job Track Management Services.
IT EXPOSURE: Conversant with Microsoft Office Applications, Excel, Powerpoint & Netscape.
ACADEMIA: Bachelors degree in English Language & Literature from Kerala University, India in 1983.
PERSONAL DOSSIER

Address



:

P O Box 16922, Jebel Ali Free Zone, Dubai, UAE





   

Date of birth


:

30, 06, 62
Marital Status

:

Married
Nationality 


:

Indian 

Languages Known
:

English, Malayalam, Hindi
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