Gulfjobseeker.com 

CV Number: 435816
Mobile +971505905010 / +971504753686 

E-mail: cvdatabase @ gulfjobseekers.com

To get contact details of this or many other candidates
Submit request on this link by writing all the short listed CV Numbers.

http://www.gulfjobseeker.com/feedback/submit_fb.php 

[image: image1.jpg]


  
Professional Profile

I am an enthusiastic professional, who enjoys being part of, as well as leading, a successful and productive team.  I am quick to grasp new ideas and concepts, and to develop innovative and creative solutions to problems.  I am able to work well on my own initiative and can demonstrate the high levels of motivation required to meet the tightest of deadlines.  Even under significant pressure, I possess a strong ability to perform effectively.

ACADEMIC QUALIFICATIONS:
Degree/Course


Institution




Year   
Third Year Bachelor of Arts
Kirti M Doongursee College, Mumbai
1991-2
Craft F & B Course


Inst. of Hotel Mgmt. & Catering, Mumbai  1990


Basic &Advanced Computers           Emirates Education Institute, Dubai         2005
Trainings:                                       Wafi Customer Care, Telephone Etiquette  2010                                                 
                                                       Stress Management                                    2012                       Pest Control                                    Amalgamated Pest Control Training Program 2012

WORK EXPERIENCE:                                                   Feb 2014    

Shred-IT (SOC-Admin)

· Answering telephone calls & ensure appropriate action is taken to each call.

· Maximize positive customer experience and make all callers satisfied &courteously treated.

· Record all customer service request & complete the request to the service agreement.

· Assisting the GM in developing customer service process in line with branch footprint expansion

· Carryall customer service enquiries to their conclusion; and if not resolved alert the Manager of unresolved issues to maximize effectiveness of customer service.

· Identifying customer service issues & actively participate in developing satisfactory resolution.

· Support all actions required as part of the Accounts Receivable process in line with defined objectives &company procedures

· Implementing & supporting all actions required as part of the Accounts Payable process with defined objectives & company procedures.

· Maintaining personnel records with company standards while ensuring that all work relating to associates is highly confidential & discreetly handled.

· Submission of payroll details to the payroll office in Support Centre.

· Handling of incoming correspondence as appropriate, log &process correspondence.

· Preparing all communications & documenting to a satisfactory, accurate & timely standard.

· Monitoring and ordering office supplies inventory as needed.

· Supporting the GM in meeting preparation and mutual relationship with suppliers & customers.

· Overseeing & maintaining appearance of the office areas &creating a welcome , pleasant atmosphere for clients and associates.

·  Maintaining a responsible approach to all security & safety matters related to the operation of attention to any and all areas of concern.

· Assisting in any AD HOC tasks that may be required from time to time as requested by management.

· Maintaining administrational effectiveness &efficiency in the absence of General Manager

· Training new staff in terms of posting invoices , creating a customer account or deleting, also printing certificates ,scanning as well as reports.

· Performing HR related duties(Renewal of all cards, passport, visa, cancellations ,medicals)
· Scanning ,filing of documents as per the SLA, posting of invoices
· Desk Setup for new Recruit with all the requisites, Business Cards, emails and Mobile & sim card.
· Stock Management. Preparation of quotation for procuring of Office Stationery / Refreshment. 
· Maintenance and upkeep of the Office premise. Liaise with EPS Team / MRF to be issued as required.
· Supervising / guiding Office Boys to ensure office and Reception desk is kept clean all the time, as well as Pest Control team.
· Clients / visitors are well served / attended, met & greeted.
· Maintaining files of staff sick leave, attendance and holidays.
WORK EXPERIENCE:
Pest Free: (Operations Manager)                         May 2012 to Oct 2013
· Day to day operations in the office and field.
· Staff welfare, procurement of uniform, laundry, shoes, equipment & expense claims 
· Vehicle upkeep - renewals, registration, fines, accidents
· Scheduling staff, day/night shift and grooming upkeep, punctuality, staff appraisal and disciplinary actions as well as individual performance.
· HR - Follow-up on visa stamping renewals/expiry, Emirates ID, medicals etc.
·  Monthly meetings with Supervisors and technicians in order to improve service and solve issues that the team face on site.

· Managing a workforce of 50 including technicians, sales, Supervisors, Customer Service and implement office policies/standards and procedure adjustments
· Visit site of Schools, Hospitals in order to see if cleanliness and hygiene , Health & Safety procedure are carried out.
· Review and report the contracts gained or lost.

· Reviewing new contracts and contracts made for renewal and negotiating prices.
· Visit Customers (other Emirates) in order to have the Client Relationship Management and resolve issues relating to operations.
· Approval of chemicals used, inventory & control of the chemicals used. 
· Budgeting - Successful in reducing overtime, petrol over usage and  Salik .
· Documentation & Reporting structure check for correctiveness.

· Training new staff for the use of equipment & ensure staff are equipped with proper work environment /tools/knowledge to enable them to be productive & effective at work. Also check on Health & Safety procedures are carried out at work and not compromising on quality
· Using Oracle for staff Data entry.
· Regularly summon Waste Management Company to collect the used boxes, drums. tins, cans, which contain dangerous chemicals used for the day to day activity for Pest Control .
· Negotiating prices with Suppliers for the chemicals , equipment ,accessories ,Bait Stations used by the technicians.

· Regular visits to Municipality to see on Company rating in the Pest Control industry and  get our technicians results.

· Staff hiring/Termination/Transfers/Overtime/Divisional staff training and Orientation are part of Effective Staff Management and employee appraisals.
· Petty Cash worth 4000 AED handled

· Preparation of monthly and yearly forecast &budget.

· Customer satisfaction survey conducted for all existing clients

Wafi Mall, Dubai
(Operations)



August 2008 till April 2012
· Worked as a Duty Manager at Wafi. 

· Customer Service: Co-ordinating and briefing the customer service staff about day to day affairs, promotions, shop sales, events etc.

·  Attending customer queries and complaints in the view of improving the service. 
· Procurement: Mall requirements for day to day handling .e.g. stationary toiletteries, Flower arrangement, Air Fresheners etc.
· Using ERP system for procurement.
· Following up with the dealer and suppliers regarding deliveries and orders placed within a time frame of 24 hours.
· Inviting tenders from companies for different services needed in the Mall and negotiating the prices for these services eg, Catering, Housekeeping, Pest Control, Waste Management, Transportation (Valet Service) and Landscaping.
· Soft Services-Housekeeping: - involves the day to day operations looking into cleanliness of the whole mall, Offices as well as toilets and common areas whether internal or external. Scheduling High Level Cleaning & Deep Cleaning in Car Park area and external areas. 
· Knowledge of chemicals used for the process of cleaning and inventory.
· Managed a work force of 75 (Berkley staff) and assisted the Facilities Supervisor during events , functions on site or in the Mall. 
· Transportation: - dealing with transportation service for the staff which generates a monthly income profiting the company, including Valet (Car Management) services and Big Bus Tours coordination.
· Waste Management: -Looking into the oil collection and other recyclable items (Cans, Cardboards, Paper, Bottles) are also incomes generated to the company. Also monitoring collection of waste on site and the daily billing process.
· Security: - looking after the day to day operations relating to security matters inside and outside the mall. Briefing with respect to events ,VIP visits, Day to Day happenings in the Mall 
· Pest Control; Delegating & Relaying the issues faced during the day and having the necessary treatment done whether in the vacant units or the staff accommodation, common areas in the Mall or offices & scheduling treatment  in the staff accomodation .
· Catering: Managing the catering service to theWafi staff, Shop Tenants &RTA workers who dine at the Break Room. Maintaining the quality of food by frequent visits & checking  the pricing of each item as well as Vending Machine
· Marble Polishing: Liase with the company & supervise their polishing techniques and restoration of marble.
· Reporting building maintenance, AC ,electrical and plumbing to the relevant department after scrutinizing snag reports
· Supervised fit out works and reported discrepencies at the Mall premises .
· Monitoring foot fall & Vehicle count management &allocation of car park spaces.
· Oversees, reviews &manages(as situation dictates) outside services, contractors or maintenance workers engaged in remodeling ,facilities repairs, preventative maintenance & general buildings/site work for all facilities & office needs and spaces
Mister Baker, Dubai



July 2006 till May 2008
· Worked as shop-in-charge at the Deira outlet, managing and supervising the smooth functioning of the operation.
· Developing a work force of 20 staff with respect to duty rosters and ensuring that the Hygiene and Food Safety Standards are maintained by holding regular trainings.
· Staff accommodation cleanliness, Pest Control and staff abiding to the Company’s Policy with respect to Health &Safety regulations and maintaining accommodation procedures.

·  Arranging basic necessities for the arrival of new employees.(eg.Bed,Linen,mattress,Cooking Items etc.)
· Planning & ordering of stocks for special parties, promotions, occasions, Festivals & day to day operations.
· Attending customer queries and complaints with a view of increasing outlet sales by providing quality service and customer satisfaction.
· Coordinating day to day deliveries to companies and institutions like Schools, Colleges.
· Coordinating with Head office for the administration of cash flow, CCTV recordings 
· Ensuring delivery of high quality products & services to customers by abiding with Dubai Municipality Food Handling Rules & Regulations.
· Assisted in inter-departmental correspondence and organizing Trainings for Staff relating to job knowledge and service.
· Maintenance of company vehicles, renewals of registrations, etc.

· Maintaining Food Handlers Cards, i.e. renewals and arranging medicals of employees.
· Ensure application of procedure to staff concerning Hygiene & Sanitation.
Ramada Hotel, Dubai 



October 1997 to December 2005
· Worked in the Food & Beverage Department at the Room Service and order -Taking
· Supervising the smooth running of the department.
· Attending to house guest’s orders and queries.
· Ordering stocks and maintaining an inventory for beverages & spirits.
· Assisted in inter-departmental correspondence and organizing the staff duty rosters.
· Attended SGS hygiene training programme.
· Done First Aid & Life Guard Training in the swimming pool &Gym(all pool & Gym jobs)
· Used Micros System for order taking.

· Crossed trained as a Procurement Assistant in receiving Fruits/Vegetables .

· Worked as Mini bar attendant briefly.

· Assisted in Banquet functions, internally & externally.

· Awarded certificate for service at Chaines De Rotisserie at the Hotel venue.

· Gained experience in Pool and Beach Bar Services.

· Performed Out-Door Catering duties and responsibilities. 

Sheraton Hotel, Abu Dhabi


March 1996 to September 1997

Worked in the Food & Beverage department in the Coffee Shop and Banquets.
Trained in the Pool Bar as a Bar Man and service Staff.
Arby’s Fast Food, Dubai & Abu Dhabi

May 1992 to June 1995
· Worked as Cashier & Counter Sales, followed by a promotion to Trainee Asst. Manager.
· This job related to the daily management of the staff, their Duty Roster, appearance, Grooming at work.
· Day to Day order to Suppliers needed for the operations. 

· Trainings, including Sandwich making, presentation given to new recruiters to meet with the Company’s standard. 

· Monthly stock control or inventory conducted .

· Effective Cost Control management

Horizon International, Mumbai


May 1991 to May 1992
· Customer Service Representative, dealing with queries about their kitchen products.
· Distribution of household items to showrooms and warehouses.

· Collection and dispatch of repaired and non-working items.

ADDITIONAL DETAILS:

Date of birth 
: 30th December 1966
Nationality

: Indian

Marital status
: Married

Languages

: English, Basic French, Marathi and Hindi
Interests/hobbies
: Music, sports and traveling
Visa status

: Residence
Driving license
: Valid UAE license

References can be furnished upon your request
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