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Given an opportunity in the HR/Administration dept., will perform well up to the responsibilities assigned by the management and also to achieve a position where I
am to utilize my potential to the fullest.

· Highly motivated toward professional development and enhancement.

· Excellent knowledge of English, Arabic & Hindi. 

· Good typing speed and ability to work independently.

· Knowledgeable with the following computer programs: MS Word, Excel, Access, & internet Browsing.


Company Name   Equipment Rentals LLC (Dubai)
Position
       :  HR-Admin Coordinator

Inclusive Dates      :  November-2005 till December 2011

Duties & Responsibilities:

· Handling of original Passports, Visas, labor cards & monitoring their expiry dates. 
· Maintain data base for passport withdrawal & submission.

· Coordinate with HR Personnel for the issuance/cancellation of workers visa.

· Enter new hire information and update the personnel data on time.

· Familiar with personnel functions, filing, payroll system, recruitment, leave management, administrative matters.

· Coordinate with manpower agencies for the timely mobilization of shortlisted candidates.

· Ensure that proper files and records are maintained in accordance with legal requirements.
· Assist in preparing offer letters and employment contract. Maintain variety of logs and handled admin petty cash fund.

· Strong follow-up through organizational skills & ability to interact with a diverse employee population. Able to handle supervisory functions as well as back office support functions. 
Company Name   :  Seder Telecom (KSA)
Position
       :  Admin Asst.

Inclusive Dates      :  January 01, 2002-July 12, 2005

Duties & Responsibilities

· Documentation and transactions with other companies.

· Preparing quotations, invoices etc.

· Drafting letters, memos filing & general correspondence.

· Responsible for preparing material request, purchase order of different suppliers & follow up for payment,

· Liaise with the management.

· Evaluate billing & change orders/variation orders submitted by subcontractors.

Company Name   :  SAMBA (Contract with Seder Group, KSA)                           
Position      
       :  Secretary

Inclusive Dates      :  June 01 1994, to December 31, 2001

Duties & Responsibilities
:


· Preparing job orders & monthly statement, (Costing of the work order and follow-up of payments with the company.

· Documentation and transactions with other companies.

· Preparing quotations, invoices etc.

· Drafting letters, memos, filing & general correspondence.

· Responsible for preparing material request, purchase order of different suppliers.
· Liaise with the management. Evaluate billing & change orders/variation orders submitted by subcontractors.

Company Name   :   Arab Group for Equipment & Construction (Kuwait)
      
                        

Position                 :  Store Supervisor/Logistic Coordinator
Inclusive dates      :   May 1982 – August 01 1990

Duties & Responsibilities

: 

· Responsible for processing & daily activities of warehouse- picking dispatch issue and receipt of goods stock control.
· Organizing packages and merchandise within the warehouse.
· Handling store inventory. Managing delivery of goods & invoices.

· Set up central locator system for materials received issued & returned. Maintain data and files relating to documentation of materials received and or issued. 
· Strong communications skills & can work independently with a positive approach.

· Responsible for supervising day to day operation of the store

Educational Profile
· Pre degree Arts-MV & LU College, Mumbai University (April 1972)
· S.S.C. 

 Secondary School Certificate from St John the Evangelist High School,
 Mumbai under the Maharashtra state board in March, 1971

This is to certify that the above information given is true and correct to the best of my knowledge and belief

Basil D’Souza
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