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Basheer
Basheer.14063@2freemail.com  

AdministrativeOfficer 
	Profile- 
	Administrative support professional with 7 year experience offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.




	Key Skills
	Office Skills:
	Office Management

Records Management 

Database Administration

Interdepartmental Coordination
	Calendaring

Customer Service


	Executive Support

Travel Coordination

Planning and Scheduling



	
	Computer Skills:
	MS Word

MS Excel

MS PowerPoint
	MS Outlook

Adobe PageMaker


	FileMaker Pro

Adobe Photoshop

Windows


Work Experience
	
	EMPLOYER


-
TUV Middle East 

TITLE



-
Administrative Officer 
REGION


-
Abu Dhabi, UAE

DURATION


-
SEP 2013~till now


	
	· Perform document control activities as required for the execution of project 
· Work with ADAC / AECOM document control services for distribution/ reception of MTC project technical documents, document submittals
· Provide assist admin services for the project , coordinate with TUV head office admin department
· Arrange access to MTC project documentation to support Inspection engineers technical documents needs
· Arrange filling, archiving of records, reports and project documents
· Compile, file, archive inspection reports, regular report\
· Assist preparation / distribution of regular report
· Prepare, follow up timesheet regularly
· Assist PM & QA /QC manager for Admin, document related projects.
· Maintain register for all incoming & outgoing documents 
· Maintain separate log & register for all types of documents submittals & transmittals
·  Providing admin support services to site inspectors
· Prepare consolidate monthly report from the inspectors
· Monitoring the daily, weekly & monthly report submittal from the engineers and reporting to the PM
· Prepare the Monthly Manpower Utilization 
· Coordinate with inspector to follow up the reports and discrepancies issued
· Maintain the register hard and soft copy for the all incoming and outgoing transaction documents
· Control the logistic expenses and coordinate timing services 


	
	EMPLOYER


-
EMF EMIRATES 

TITLE



-
secretary  
REGION


-
Abu Dhabi, UAE
DURATION


-
OCT 2011~ SEP 2013 

	
	· Receiving calls, greeting customer  and direct to concern persons   

· Responsible for scheduling meetings for all employees; escorts visitors to staff members' offices, along with provides hospitality service arrangements as requested by staff.

· Compose and distribute inter-departmental memorandums (e-mail, documentary and voice) ensuring timely delivery and receipt of important information while at the time maintaining confidentiality.

· Maintaining Employee database both hardcopy and electronic copy

· Established and maintains records management system for all incoming and outgoing correspondence

· Coordination with the PRO for the arrangements of new employee’s visa processing, visa stamping & labor card.

· Coordinate with PRO in matters related to employment / visit visa, labor card

· Verifying and issuing product labels and production documents to the manufacturing department

· Check all bills regarding timely payments 

· Coordinate with Head office for bill payments , Vehicle registration & other activities   

· Assisting in coordinating the activities related to deliveries, Enquiries to drivers and suppliers.

· Arranging and managing the delivery time record.

· Managing and tracking the delivery’s invoice

	
	EMPLOYER


-
Velosi Quality Management  

TITLE



-
Admin Assistant 
REGION


-
Abu Dhabi, UAE
DURATION


-
DEC 2008~SEP 2011

	
	

	
	· Communicated effectively with multiple departments to plan meetings and prepare Presentation. Established strong relationships to gain support and effectively achieve results. 

· Attend the client enquiry and prepare the quotation and letters 

· Responsible for scheduling meetings for all employees; along with provides hospitality service arrangements as requested by staff.

· Compose and distribute inter-departmental memorandums (e-mail, documentary and voice) ensuring timely delivery and receipt of important information while at the time maintaining confidentiality.

· Entrusted to manage office in the supervisor’s absence. Provided timely, courteous and knowledgeable response to information requests; screened and transferred calls; and prepared official correspondence.

· Coordinate with client for Audit schedule, update their status in database

· Coordinate with Auditor for Audit schedule and assisting to prepare Audit report

· Coordinate with  MOU’s with Gulf & European Region for Audit & Client Audit Schedule

· Verifying Auditor document as per check list and submit for HOO Signature and prepare Certificate to Client 

· Update the Auditors database every month  

· Maintaining Employee database both hardcopy and electronic copy

· Maintain and update the client database in our website 

· Developed innovative PowerPoint presentation used for Training and Business support 

· Earned excellent marks on performance reviews, with citations for excellence in areas including work volume, accuracy and quality; ability to learn and master new concepts; positive work ethic; and commitment to providing unsurpassed service.

· Prepared monthly Invoice and Accounts summary to accounts 

· Assisting accounts for collection regarding the payment 

· Assisting PRO for New visa, Medical and office registration, renewal.

· Maintaining the office petty cash

· Reviewing and proofreading documents for consistency in document formats and system concerns

· Prepare monthly report about Audit Schedule and disturb to all Auditor & HOO

· Prepare HSA group Report.  




	Education
	A.V.V.C College 
	Bachelor of Science (B.Sc) – 
Visual Communication, 2008


	Certification & Training  


	ISO 9001:2008 (QMS) Internal Auditor  
Diploma in Tourism study 2008




	Additional Skills
	Operating System
	Windows7, Vista, XP

	
	ERP Applications
	Focus 6(Accounting)

	
	Design
	Adobe Photoshop, Adobe Premier pro, and Autodesk Combustion

Sound Forge, Adobe PageMaker, Corel Draw






	
	




DECLARATION

            I do hereby declare that the particulars of information stated above are true, correct and complete to the best of my knowledge and belief.

