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SUMMARY


· Profile


Male

· Nationality

Indian

· Current Location
Dubai, UAE
· Current Position

 Administration Coordinator
· Company

Leading Company

· Preferred Location
Any

· Salary Expectation
Reasonable
WORK EXPERIENCE


July 2006- Present
Leading Company.                    
         Dubai, UAE
Functional Area : Entire Administration of Factory

· Reporting all daily developments to Factory Manager.
· Manage daily activities of the Factory with a progressive outlook working closely with all departments. Trouble shooting issues related to factory administration.
· Coordinate the production and shipment process as per sales forecast and production capacity by dividing the orders into weekly schedule consulting with Factory Manager, Production Manager and Sales Department. 
· Prepare and report the daily productions and shipments of finished goods to the concerned departments

· Making correspondence independently, handling key supplier/customer of company including all correspondence, records, etc. & troubleshooting any issues.

· Liaising with a wide range of suppliers and customers in relation to the smooth functions of company requirements and  business

· Inviting quotations for spare parts of machines and raw materials, doing comparative studies of them, place the order and follow up.

· Prepare invoices, delivery notes etc. Ensuring up-to-date with all relevant details/notes, circulars etc. Checking overtime (O.T.) of employees and forwarding it to financial department.

· Facilitate to renew Visas/Medicals etc. by contacting Human Resource Department.

· Recruiting staff which includes developing job descriptions, preparing advertisements, checking application forms, short listing, interviewing and selecting candidates.

· Looking after staff accommodation by solving issues and with regular maintenance.

· Keeping up interaction with departments of finance, public relations/human resources on various needs and issues of factory.
Jun 2002 – Jan 2006
Ascent International.

     
New Delhi, India
Functional Area: HR & PR
· Worked closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies.

· Recruited staff – this included developing job descriptions, preparing advertisements, checking application forms, short listing and selecting candidates.

· Collected and provided periodical updates from the government authorities on all labour and immigration rules to keep the H R department abreast of the changes in the rules and procedures.

· Dealt with general enquiries regarding PRO functions promptly and efficiently to enhance the level of department service.

· Provided service, support and assistance to new and existing employees, vehicle registrations, accommodation and legal requirements to ensure that PR services are provided as requires.

· Renewed, updated and maintained the trade licenses and other government certificates of all company’s legal entities in the country to ensure that the documents are up to date.

· Renewed and maintain all company’s leases in the country before its expiry, which included offices, company apartments.

· Obtained visas from other embassies in the country for staff members for their business travel.

· Arranged processing attestation of employee qualifications as required. 

· Arranged preparation of documents according to the requirement of the legal authorities

· Maintained confidentially and security of company and employee documents at all times.

Feb 1999 – Mar 2002
M.M. Corporation

     
   New Delhi, India
Sales Supervisor
Nov 1996 – Jan 1999
V.K. Traders

     

         Kerala, India




Sales Executive
EDUCATION



Master Degree

          




Graduation
DRIVING  LICENSE      : UAE, INDIA

OTHER CERTIFICATES





Diploma in Mass Communication




Diploma in Computer Application

Arabic Language Course

Typing English & Arabic

LANGUAGES


· English

Fluent

· Arabic

Working Knowledge

· Hindi

Fluent (Speaking)
· Urdu

Fluent (Speaking)
STRENGTH & EXTRA ACTIVITIES

· Height 5.4 with medium colored skin and    healthy physique

· Enthusiastic, Troubleshooter, Confident at communicating at all levels of the business.

· Ability to handle complex and confidential matters with poise and smile in the most trying circumstances. Ability of professionalism and personal presentation at all times.

· Ability in time management and prioritization.
· Participating in program related to business events, media, social work, education activities, oration etc
COMMENTS 

To pursue a career in an organization that will give optimum exposure and sustained career growth to contribute professionally with a strategic focus on results and doing justice to the job.


I HEREBY ATTEST THE VALIDITY AND ACCURACY OF THE ABOVE MENTIONED INFORMATION.
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