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Professional Profile

Innovative and result oriented business professional with 10 years’ of proven experience and passion for building relationships which exceeds client & management expectations. Proven success in the areas of Operations Management, Administration, Business Development, Sales and Marketing, Foreign Exchange & Financial Services in the GCC and is supported by my qualification in Master of Business Administration (MBA) – Operations Management.
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Functional Skills & Key Roles Applied
· Administration and Operations Management: 
· Carry out overall day to day administration activities and the business management functions of the company.
· Plans, directs and manages all aspects of the branch operations. Developed a procedures manual, researched and recommended the purchase of the office equipment, and secured discounts for the office supplies. 

· Diligently worked towards cutting down 40% of the transportation expenses and contributing in company savings.   
· Distinguished efforts in saving 12% of the annual expenses by reducing fixed spending and variable overhead spending by 16% through better utilization of the resources
· Writing administration letters and reports; managed and improvised over a period of time procedures and duties related to Office Supplies, Passport / Visa, Logistics, Vehicle Registration, Utilities and Leave Process.
· Contract and Vendor Management: Coordinating with all Divisions to derive the total contract labour requirement. 
· Developing and implementing a transparent, easy procedure to deal with the vendors and strengthening the vendor supplier relationship with clear scope of work and payment terms. 

· Involved in the process of selling the excess or damaged inventory stock; Engage in setting KPI`s and service level targets while preparing key service level measurements tools and signing off with the customer. 
· Plan and coordinate with the clients, the design team, and the shop floor to see the orders are processed and delivered within the stipulated time frame. 
· Employee Relations: Strengthened relationships with functional departments, making HR a strategic partner in process development, staffing, and employee relations. Negotiating & administering multiple Labour Agreements.
· Payroll & Benefits Management; Training & Performance Management: Grooming staff members individually to help them to identify and overcome barriers to their success. 
· Sales and Business Development: 
· 10 Years of experience in Sales and Business development, across multiple industries in the GCC. 

· Steered the company to new profitability heights by engaging aggressive sales and business development tactics leading to a successful increase in the profit of the company by 48%  
· Successful in developing new business leads through networking, face-to-face meetings, and internationally over the phone. 

· Grow and retain existing accounts by presenting new solutions and services to clients as per their requirements. 

· Develop and execute organization’s mid- to long-term strategic plan to advance the organization’s mission & objectives and manage the organization’s daily activities.
· Maintaining high level of customer service and helping in design of custom made products and its sampling process to be carried out in accordance with the company policies. 

· Working in coordination with the internal team in order to make smooth delivery of orders and avoiding delays.  

· Successfully closes the deals by developing and negotiating contracts; integrating contract requirements with business operations. Offering after-sales support services and problem solving.

· Leasing with the suppliers for the procurement of samples, materials and accessories for the production of finished products

· Experience in preparing LPO, PR, MR, PO and invoices.  
· Have Experience within the general trading industry, manpower supply and services, Engineering and Manufacturing, Uniforms, safety overalls, garments, clothing and textiles. 

· Foreign Exchange and Financial Services: 

· Direct responsible for the daily operations of the branch including sales, customer service, security and safety in accordance with the organizations objectives. 

· Attending customers for making remittance, currency exchange, demand drafts / telex transfer/ electronic transfers, WPS etc; answering customer complaints. And ensure user profiles on the front office payment processing systems are kept up to date.

· Was successful in leading a team of cashiers providing leadership, training and supervision and monitoring the performance and productivity of the branch. 

· Effectively manage the available human resources to promote sales and service culture through coaching, guidance and motivation. 

· Maintain and develop relationships with existing customers as well as building new banking relationships through identifying prospects in line with Bank’s appetite.
· Monitoring the day-to-day operation of the Anti-Money Laundering procedures. 
· Preparing the end of the day reports and cash reconciliation and manage the end of the day cashier balancing and all the necessary documentation for the head office. 

· Successful in achieving the monthly sales targets in both remittance and in currency exchange. 

· I was reporting to the Regional Manager.

Career Contour 

March 2016 – December 2016: Globe Uniforms - UAE and Currently as Business Development & Sales Manager
Globe Group, Dubai, UAE is an industry leader in this region for fabric distribution, uniform supplies and men’s wear resale. Our fabric distribution and uniform marketing industries includes defence, military, government offices, aviation, hospitality, and education, industrial, corporate and healthcare. Operations across the GCC and the MENA region, we utilize our extensive knowledge of uniform making in helping business to keep up their coorperate identity by dressing their employees and strengthen their brands. 

Aug 2010 – January 2016: Orange Flex Group - UAE as Business and Operations Manager
Orange Flex, Abu Dhabi, UAE is an ISO 9001:2008, ISO 14001:2004, OHSAS 18001:2007 certified oil and gas company (Offshore and Onshore) and has four departments:-

a. Engineering Manufacturing and Production Unit





b. General Contracting 

c. Hydraulic & Industrial Hoses Trading and Testing Division



d. Staffing Services (Skilled and Unskilled)
Designation Chronology

Sep 2011 – January 2016


Business and Operations Manager
Aug 2010 –May 2011



Office Manager (Universal Systems, Kerala, India - Subsidiary of ORANGE FLEX)

Oct 2007 – Aug 2010: Oman & UAE Exchange Co LLC, Muscat, Oman as Officer Branch Head
Oman UAE Exchange is the Largest Exchange Company in the Sultanate of Oman and is reckoned as the next generation people to people company and your convenience is our top most priority. 
And provides: - Worldwide Remittance facilities. Exchanging of Foreign Currency Bank Notes (over 30 major currencies), Settlement facility for Credit cards issued by Standard Chartered Bank and American Express, WPS etc
Academics & Certifications
Master of Business Administration, (2012) – Retail Operations Management, IIIT, Kottayam, Kerala State, India
Certified G-Operator, (2010) G-Tec – Singapore, India
Bachelor of Science, (Physics) (2006) Fatima Mata National College, Kollam, Kerala State, India
Training Engagements
· International Business Management – IIIT 

· Services Marketing and Customer Relationship Management – IIIT

· Production and Operation Management – IIIT

· Human Resource Management – IIIT

· Project Management and Legal Aspects of Business – IIIT

· Financial Management – IIIT

· Financial and Management Accounting – IIIT

· Operations Management and Office Management - OFGC

· Know Your Customer (KYC) – UAE Exchange

· Anti-money Laundering – UAE Exchange

· Preferred Banking System – UAE Exchange

· Total Customer Satisfaction and Relationship Management – OFGC & UAE Exchange 

· Trained on Advance Computer skills and MS office Suite – G-TEC

· Familiar with worldwide banking systems 
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