Gulfjobseeker CV No: 792570

To interview this candidate call 971505797566

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
Personal Profile

Analytical, energetic, ambitious and self-motivated, I take the initiative to shoulder responsibilities and always welcome challenges. Good at practical problem solving.

Date of Birth:

Marital Status: Details: Visa Status: Driving License:


21  May 1969

Married

Residence

Holds a valid U.A.E driving license

Objective

I would like to work with an organization that encourages individual growth, in addition to self development alongside the growth of the organization.

Professional Experience (15 years in U.A.E)

t   Reputed Company, Dubai
Facilities Manager

Aug 2010-till date

Currently working for Wesley International Limited, Dubai Head Quarters, which looks after Supermax, the second largest manufacturer of razor blades, with a market share of 33% globally and present in 140 countries either as Corporate Office or through Distributors.

Job responsibilities are attached to the Head Office and the Warehouse which totals to 6161 Sqm:

o   preparing documents to put out tenders for contractors; o   supervising and coordinating work of contractors; o   investigating availability and suitability of options for new purchases; o   calculating and comparing costs for required goods or services to achieve maximum value for money;

o   managing and leading change (i.e. office move) to ensure minimum disruption to core activities;

o   directing and planning essential central services such as reception, security,

maintenance, mail, archiving, cleaning, catering, waste disposal and recycling; o   planning best allocation and utilization of space and resources for new buildings, or

re-organizing current premises; o   checking that agreed work by staff or contractors has been completed satisfactorily

and following up on any deficiencies; o   coordinating and leading a team or teams of staff to cover various areas of

responsibility;

o   using performance  management techniques  to  monitor  and demonstrate

achievement of agreed service levels and to lead on improvement; o   Responding appropriately to emergencies or urgent issues as they arise.

4   Retailcorp Malls, Dubai
Facility & Property Coordinator

Jul 2006 - Aug 2010

As Facility & Property Coordinator at Retailcorp Malls of Dubai World, my position entailed looking after the facilities of Dragon Mart Complex. DragonMart is a unique project of its kind in the region, a 1.2 Km. long Dragon shaped Mart, the largest trading hub for Chinese products outside mainland China with a huge interest from Government Authorities. DragonMart Complex consists of the Dragon Mart and 8 fully equipped warehouses.

Job responsibilities include:

o   Daily operation activities of the Mart.

o   Liaison and coordination of works for project commissioning, execution and completion

with the Facility Management Team, the Soft Services (Internal & External),

Landscaping & Irrigation Maintenance and Internal Management Requests, o   Managing the allocated budget, allocate resources and assets as required, o   Managing Contractors carrying out all the development works inside the mart, o   Extensive coordination with all the other departments and any development works for

any matters related to operations, o   Carrying out regular briefings with the higher management on various issues including

sustainability, effective management of operations around the mart, o   Supporting all other internal departments by providing professional support in

managing the operation of the Mall in a profitable and productive manner, ensuring the

effective utilization of all Mall's resources, and seeking out resources when necessary in

order to maximize the Mall's productivity and profitability, o   Responsible for the Mall's customer based operational improvements and standards

including way finding signage, valet parking, parking o   Follow and ensure that all company policies are adhered to. o  Work closely with the Marketing Department in the investigation of Customer

Complaints and make necessary adjustments to improve Operations, processes and

service relating to both internal & external Customers.

Achievements:


Best Employee Award for the 1st Quarter of 2007 & 2009.

4-  Emarat, Dubai

(Emirates Genera! Petroleum Corporation)

Administrator (Leasing & Maintenance) Jan 2001 to Jun 2006

Emarat Atrium, the one and only Commercial building complex of Emarat (Emirates General Petroleum Corporation) when the Corporate diversified to the field on Real Estate during the beginning of the Century. This is one of the sate-of-the-art buildings and a prime addresses on Sheikh Zayed Road, housing around 100 companies with a mix of national and multi-national companies.

In December 2000 was promoted to the position of Administrator (Leasing & Maintenance) for Emarat Atrium a personal association which started right from the tendering stage to the construction stage and then the operational stage.

Job responsibilities include:

o   Leasing and Facilities Management.

o   Preparation of lease agreements, receiving of cheques and issuing receipts for lease

rent, advance & security deposits 0   Notification of renewals, reporting to and coordinating with Head of Property

Development

o   Liaison with Clients / external Real Estate Agencies, Maintain database of tenants

showing lease period, rents, location of office space leased etc.. o   Liaise with Building Maintenance Engineer to prepare Tenders and contracts o   Processing payments of Maintenance Contractors, Liaising with Technicians

o   Recording of complaints on Maximo

o   Preparing Service Work Orders and Purchase Requests using Oracle (Production) platform

o   Routine Mail handling using Lotus Notes

Emarat - Dubai
Junior Projects Officer

Jun 1996 to Dec 2000

The career association with Emarat started in June 1996 as Junior Projects Officer in the Corporate Identity (C.I) Projects Department. This Engineering department was responsible for transforming the identity of Emirates General Petroleum Corporation (E.G.P.C) to the present Emarat.

Job responsibilities include:

o   Support duties for the Projects Unit including administrative works for maintenance, tenders contracts viz., preparing documents, Bill of Quantity, letters, faxes.

Summary of QualificatLom

£Q   Bachelors Degree in Commerce

£□    Diploma in Oracle 8i & Software Engineering

Academic:

Graduate in Bachelor of Commerce (B.Com) from University of Pondicherry, Mahatma Ghandi Government Arts College, Mahe (1988 -1991), Kerala, India.

Technical:

Acquired Diploma in Oracle 8i and DBA from Informatics, U.A.E (Certificate affiliated to Derby Computers, U.K and Approved by the U.A.E Ministry of Education) during the year 2001.

Acquired Higher Diploma in Software Engineering from Aptech Computer Education (Certificate Affiliated to Pace University, New York, U.S.A) Bangalore

Certifications & Training: ExecuTrain, Dubai

Institute for International Research, Dubai

Middle East Council of Shopping Centers, Dubai

PCFC Fire Department, Government of Dubai American Hospital, Dubai



Microsoft Office XP

Real Estate Finance & Investment

Operations & Facility Management

First Aid Fire Fighting Training

Heart Saver First Aid & CPR/AED

References and Certificates to be provided on request







