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              ANOOP
ANOOP.133559@2freemail.com  

Objective:  
To build a career in a reputed Organization where I can put my educational qualification and professional experience to generate results, through hard work and initiative.
Job Profile: 
Coordinates and manage various office support services, including supervising administrative staff and oversee other office  maintaining  policies and procedures.  
Experience Summary: 

· Good experience in general administrative responsibilities 
· Possess excellent Administration, Management, Analytical, problem solving & decision making skills.
· Ability to maintain confidentiality and multitasking skills.

· Highly organized, ability to work under pressure in fast paced environment meeting deadlines successfully.

Strengths:
· A strong sense of commitment & responsibility towards assignments.

· Ability to lead and motivate teams to achieve all assigned targets and organizational goals.

· Friendly and professional with a hard working attitude.
· Result oriented and enthusiastic.
Experience:     
a) 01 March 2015 – Still Working, Maxell Technical Services LLC, Dubai, UAE  

      Administrative  Officer  

· Managing all office administration tasks

· Responsible for general office organization, managing reception staff, liaise with HR, IT and facility management.
· Support to project, Sales & Marketing team, Store & Warehouse Dept., and Finance & Accounts Dept. 
· Maintain a record of all the Company’s Trade Licenses, Contracts of the Company and ensure to renew them in time to time. 
· Coordinate with PROs and act as a point of contact for all employees related queries.
· Maintain office records and ensure security and confidentiality of data.

· Be the main communication point within the Directors team and all matters pertaining to personnel and administration of the Company.

· Served as liaison between senior management, customers, colleagues and vendors to streamline flow of information.

· Oversees supervision of office staff management, including: resolution of issues, timely responses to queries. 
· Experience in managing a team of admin, reception and drivers.

· Oversee and ensure that the fleets cars are monitored with timely renewal of registrations along with insurance, timely maintenance repairs and cleanliness.

· Oversee as well as monitor the drivers' schedules and assign them the daily tasks for efficient execution of their tasks such as the submission and delivery of documents, collection of documents and cheques, staff transportation for meeting / work site and any other requests from departments etc.  
· Maintaining the condition of the office and arranging for necessary repairs

· Guide and supervise office assistants for overall cleanliness of the office, pantries, workstations, conference rooms, and office store.
· Plan and implement office systems, layout and equipment procurement

· Monitor inventory of office supplies and the purchasing of new material with attention to budgetary constraints

· Arranging regular testing for electrical equipment and safety devices

· Coordinates the mechanical, electrical, and plumbing elements of all projects, partner with contractors, client and design engineers.
· Ensures accurate execution of MEP work. 
· Compose and document all project electromechanial related paper work.

· Manage maintenance projects and facility management activities.
· Review contrator’s / client’s payment.

· To supervise administrative / technicians / office staff, allocating work and providing day to day support.

b) 02 February 2013 – 22 February 2015, Maxell International LLC, Dubai, UAE  

      Administrative Officer
· Serve as the first point of contact for all matters pertaining to personnel and administration of the Maxell Main office and other branch offices 

· Manage and oversee entire administrative operations of the organization independently 

· Handle commercial communication, public relations, business coordination and resource allocation

· Company Trade License & Insurance policies renewal process 

· Keeping a record of Tenancy Contracts & other documents related to Company accommodation

· Taking care of office infrastructures  

· Support the project team and Sales, Marketing team, Store & Warehouse Dept., and Finance & Accounts Dept.

· Review internal processes to identify areas for overall improvement of administration 

· Assist in planning and developing policies and goals and its implementation

· Maintain a cordial and effective working relationship with all government authorities and other third parties dealing with the company 

· Coordinate and plan for administrative services such as equipment, supplies and assets maintenance

· Instant  IT support by troubleshooting & implementation of normal /critical problems, company website update, email creation & time to time Computer security update  

· Fleet management – Vehicle Sale / Purchase, Registration Card Renewals, insurance claim in case of vehicle accident.
· Handle processing and completing all necessary formalities related to visa, work permit, medical tests, labor contract and labor card of employees as well as safekeeping of passports

· Cancellation of visas, work permit cards and collection of visa security deposits

· Keeping a track of all renewable documents with a help of Alerting system 

· Instructing / advising subordinates to complete their assigned tasks in time & perfectly

· Applying /renewal/cancellation of all type of ports passes are in place 

c) 28 October 2009 – 31 December  2012, MEH Group of Hotels & Companies, Dubai, UAE  

      Administrator / Accountant 

· Manage  Administration / Accounts works related to the Company

· Documentation and preparation of employee details  

· Recruitment  and Selection of employees as and when required 

· Visa preparations and assisting for tourism permissions 

· PRO related works ie, Immigration, labour, tourism and health

· Keeping track on renewal for all license ie. Trade, Fire & safety, Security Systems & Tenancy.
· Maintaining Correspondence related to the Company

· Reporting to management and coordinating with other staffs.

· Coordinating all the accounts related works with the entire group. 

· Monitoring accounts receivable and accounts payable

· Monitor Payroll and Management Reporting Activity.

· Coordinating & Handling receivables, payments  & settling outstanding  of the Company

· Cash and Bank transactions related to personal department
· Preparation of monthly payroll for all the employees.

· Preparations of  MIS  reports related to the company

· Perform other duties as required.

d)  01 September 2008 – 15 October 2009,  LCL Logistix (India) Pvt. Ltd. Cochin, Kerala, India  

     Asst. Manager – Accounts – for Regional Office at Cochin.
· Looking after the accounts Air Division and Regional Office Cochin
· Day to day accounting work related to Air Shipments
· Checking issuing payments of Air shipments as per the CSR. 

· Coordinating & Handing both Air and Sea payments  & outstanding  of the Company
· Assisting to preparations for TDS & Service Tax for every month.
· Reporting the management and correspondence other branches
· Maintaining correspondence  related to the Company

 e)  05 April 2006 – 31 August 2008, Bentec office Equipment L.L.C            Dubai, UAE 

Office Coordinator  

· Looking after office coordination
· Coordinating & Handing all the routine works of the Company
· Handing and supervising the plotting works of drawings in Auto Cad for major Companies

· Responsible for reporting the management

· handling correspondence  related to the Company

· Day to day accounts works related to the company
· Responsible for coordinating subordinate staff and dealers  
f)  01 March 2005 – 28 March 2006, Healthcare Surgicals   Cochin, Kerala, India

      Office In charge
· Handling major Medical Institutions and Dealer network of Kerala State
· Responsible for inventory control, feedbacks to Management, intending, and day-to-day activities of the company.
· Responsible for coordinating subordinate staff with dealers and Medical Institutions
· Responsible for Purchase from different sources at various locations throughout India.
· Handling all collections and payments related to Company 
· Handling Cash/Bank transactions of Company 
g)  01 August 1998 – 25 February 2005 (6 Years) Designs & Creations    Cochin, Kerala, India
    Systems Officer

· Preparation of MIS  reports.  

· Reports to H.O on monthly and Weekly basis.

· Maintain Dealer Accounts and Inventory in Tally Accounting Package.

· Preparing commission and expenses of the C & F A

· Sales tax matters, i.e. computation of sales tax, preparation monthly sales tax returns

· Looking after Invoicing and Dealer outstanding Reconciliation.

· Maintaining all the files related to H.O and the Dealers.

Educational Qualifications: 1995 – 1998  M.G University      Kottayam, Kerala, India

Graduation,         B.com
Other Qualifications: Aptech Computer Education      Kottayam, Kerala, India

Diploma in Information and System Management
I T SKILLS

Microsoft office,  “Word, Excel, Power point,”
 Microsoft windows, XP  “maintain, update, secure”

 IT works, software and hardware “fixing, maintain,

 Accounts software like “TALLY ERP 9 “ 

Other Applications:
Internet, e-mail

Personal Details


Nationality:

Indian

Marital Status:
Married

Hobbies:

Listening to Music, Driving and Travelling.

Holder of a valid UAE License for Light Motor Vehicles.  
Place:

Date :
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