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E-mail: rakesh.119058@2freemail.com 
Job Target :-  Sr. Administrator / Administration Supervisor / Asst. Admin Manager 
Objective :- 
To be a part of an organization that provides me an ambit of opportunities to learn, to explore and enhance my management skills and to give my best to the Organization.

Career Profile:-
· A Highly qualified professional having experience in handling mid-management administrative assignments.

· Excellent ability of enhance the operational efficiency and maximize the operating funds.

· Experienced in managing business relations and variety of projects.

· Coordinating between internal departments, head office, suppliers, sub-contractors, etc.
· Extensive experience in administrative management with different organizations.

· Proficiency in supporting project teams based on standard procedures and policies.

· Providing administrative services for higher level management.

· Maintain all payroll systems and manage records and files.
Quality Skills:-
· Expertise in Administrative Management.

· Creative abilities with discipline and self motivation.

· Strong Organizational, interpersonal and communication skill.

· Good listening skills and ability to follow complex oral and written instructions

· Dedication towards the work with discipline and diligence

· Great Accountability and leadership skills.

· Ability to handle multiple tasks with  outstanding organizational skills
· Flexible and ability to work under stress and meet deadlines
PROFESSIONAL EXPERIENCE:  19 years.

Sr. Admin Officer (Jan 2012 to till date)
Six Construct Co. Ltd (BESIX. Belgium based MNC) 
Project: ADNOC New Corporate Head Quarters, Abu Dhabi, UAE.

Client
  : M/s. ADNOC 

Consultant : M/s. Hill International

Value of the Project: AED +1.2 Billion
Job Profile / Key Responsibilities

· Overall Project Administration

· Check Necessary documents of Sub-Contractor Employees for Safety Induction.
 

· Preparing Daily Manpower Reports (Sixco & Sub-Contractors) on daily basis.
· Preparing Section Wise Reports for CM.
· Handling Petty Cash to meet expenses at Site.

 


· Leave Approvals for Labour, Staff, LSS & Expats.
 

· Co-ordination with HO for Ticket Booking of Labours/Staff/Expat. 

· Mobilization/Demobilization of employees.

· Supervision of Timekeeping Activities & Access Control System.

· Co-ordinating with Camp Boss for accommodating Labours/Staff.

· Co-ordinating with HO for Visa medical of New Employees & also for Renewal

· Processing of EIDA Registration for Employees 

· Manage / Control Company hired cars issued to the staff, repair & maintenance, services, Insurance & registration renewal etc.

· Arrange day to day Transportation for the staff and site workers.

· Manage Expat/LSS, Staff Mess at Site.



· Hiring Manpower & Managing the following sub-contractors:-

Aries Tech Cont. LLC, Jose Tech Cont. LLC, Rames Electromechanical LLC, HAZ Marble, UKS Gulf, THERMO LLC, ALEC

 Administration Officer (Aug 2006 to Dec 2011)

 Six Construct Co. Ltd – H.O.
· New Arrivals :

- 
To arrange for cash advance of New Arrivals 

· To arrange for Medicals & accommodation of New Arrivals

· Arranging for Residence Permit & Labour Cards after getting medical reports 

       through PROs. 

· Mange Staff/Labour camps through Camp Boss
· Processing of Leave applications from sites, technical, accounts, personnel & admin dept. coordinating with sites & respective dept. for timecard & site clearance for employees going on leave. 

· Site Co-ordination:

· Co-ordinating with various Site & Labour officers for mobilization of manpower.

· Arranging for Tickets of employees going on leave or terminated through travel agents.

· Preparing Deduction slip for Airfare according to entitlement of Employees.

· Manage daily operations of site/office requirements.

· Daily/Monthly Timesheets for respective Dept.

· Arranging Transport for Expat/Staff/Labour for Emirates ID/Medical /PP renewal/Annual Leave

· Wages Distribution:

· Preparing denomination sheet & giving it to A/c’s Dept. 

· Salary/ Wages Distribution of Labours & Camps.

· Solving the issues pertaining to Waseela (ATM)

· Unpaid wages for employees on Leave.

· Leave/ Final Settlements to Labours.

· Medical Reimbursement distribution to Staff/Labours 

· Processing of Resign/ Termination cases of Employees & taking necessary approval by Management.

· Obtaining Cancellation papers from respective PROs for employees either who have resigned or terminated.

· PRO Activities:

· Hiring New Properties through Agents/Advertisements for Expats/LSS.

· Providing DEWA Connection for Apartment/Villas.

· Providing proper documents to DEWA for getting new connection.

· Completing proper documentation for new Etisalat/DU new landline or Internet connection.
· Getting original deportation papers of Employees who have resigned or terminated.

· Previous Job: 

Designation
:  Manager (Admin) (Jan 2001 to July 2006)

Organization
:  Comptel Network Academy Pvt. Ltd. 
Comptel Network Academy- sister concern of Comptel Network Systems (I) Ltd., who are one of the leading Systems Integrator in India. Comptel Network Academy (P) Ltd. is into IT Training mainly in Cisco, Oracle, Microsoft & Linux courses.

· Job Responsibilities: 

· Hiring Premises & Setting up Infrastructure of Institute 

· Procuring PCs/ Cisco Routers/ Cisco Switches, Epbx, Printer, Peripherals & Setting up LAN of Institute through Vendors

· Obtaining ISDN Lines/Landlines from Tata Indicom
· Leading a team of three executives and two faculties

· Admission of Students & Schedule of the Courses

· Registration of Company & Obtaining PAN No. Of Company

· Invoicing to Students 

· Managing corporate events like seminars and conferences, including supervision of the necessary arrangements for the events.

· Outsourcing Annual Maintenance Contracts of Pcs & Office Equipments.

· Co-ordinating with Chartered Accountant & Company Secretary

· Associating with government office, (Professional Tax, TDS, etc.)

· Communicating with BSNL & Tata Indicom

· Coordinating with finance department, assisting in budget control & vendor payment

Designation
:  Asst. Manager (Administration) (Dec 1995 to Dec 2000)
Organization
:  Comptel Network Systems (I) Ltd.
   Comptel Network Systems is one of the leading systems Integrator in India 

Comptel Network Systems (I) Ltd. is Authorized Systems Integrator for Lucent Technologies (now Avaya) & AMP Structured Cabling Systems in India
· Job Responsibilities: 

· Facilities Management:
Arranging for necessary infrastructure involving developing vendor for purchase of capital items and office equipments to facilitate smooth business operations.
Handling the maintenance of Air Conditioners, PCs, Vehicles, Generators, EPABX Systems, Vending Machines, etc.  Managing the capital assets of the company, taking adequate insurance covers to protect assets from any probable risks.
· Liasioning with Government statutory bodies like Sales Tax, Income Tax, ESIC, Octroi, P. Tax etc.
 Co-ordination with all Vendors on a daily basis to ensure proper supply of material

· Maintaining AMC's for various Company Assets  

· Liaison with MSEB Officials/ Pune Telecom 

· Dealing with hotels/airlines/travels

· Raising purchase orders for all Company Purchases 

· Vendor analysis prior to Purchases Order Processing 
· Arranging for Contractor/Labour for Commissioning of Sites
· Arranging Dispatch of consignments to Sites. 
· Printing & stationery of Branch
PERSONAL DETAILS

DATE OF BIRTH

: 
1st February, 1967
AGE

:
49 years

SEX

:
Male

MARITAL STATUS

: 
Married

RELIGION

:  
Hindu

NATIONALITY

: 
Indian

LANGUAGES KNOWN
:  
English, Hindi, Gujarati & Marathi.

HOBBIES

:
Traveling, Cricket, Table tennis, Internet Browsing
EDUCATIONAL QUALIFICATION

M.Com from M.S.University, Baroda during 1987-89.

B.Com from M.S.University, Baroda during 1984-87.

COMPUTER SKILLS 

PLATFORM
:  Windows 95-2000, 

RDBMS
:  Oracle 8.0



PACKAGES
:  MS-office 2000 and Tally 5.4/6.3
Yours faithfully,

RAKESH 
�








