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OBJECTIVE
To work in middle management or suitable position which merits my qualification and experience, to develop my strengths and exploit my full potential.

AREAS OF EXPERTISE
· H.R. & Office Administration. 
· Quality Coordinator. 
· ISO Internal Auditor. 
· Document Controller. 
· Project Coordinator. 

CAPABILITIES
· Excellent organization skills and the ability to communicate efficiently and confidently. 
· Excellent presentation skills, strong sense of dedication and commitment to duty. 

Highly adaptable to different work environment and changes, patient and emphatic by nature.
· Ability to develop an effective working relationship with colleagues and affiliates at various levels with willingness to continuously acquire new competencies while accept new challenges. 
· Ability to use own initiative whilst working to tight deadlines in a demanding environment. 
· Well organized and self motivated. 
· Proven IT skills in particular Word, Outlook, Excel and PowerPoint. 
· Strong project management skills – ability to prioritize and manage workload effectively. 

EDUCATIONAL BACKGROUND
· B.Com. (Bachelor of Commerce) from Mumbai University in April 1996. 
· H.S.C. (Higher Secondary Certificate) from Pune Board in March 1993. 
· S.S.C. (Secondary School Certificate) from Pune Board in March 1991. 

ADDITIONAL QUALIFICATION
· Qualified Internal and Lead Auditor for ISO 9001 and OHSAS 18001. 
· Diploma in Business Management from K.C. College – Mumbai. 

EXPERIENCE

Worked
with   Integrated
Subsea
Engineering   &
Services,
U.A.E. as
a ‘HR Administrator cum Management Representative’ - December 2009 till August 2013.
· Worked with Redha Al Ansari Exchange Establishment, U.A.E as an ‘Admin. Assistant’ from September 2009 to December 2009 (Leave Vacancy). 
· Joined employment with Atlantic Shipping Pvt. Ltd., Mumbai as Assistant on 02/06/97 and was promoted as Asst. Manager (H.R. & Admin.) in April 2000 and as M.R. and Dy. Manager (H.R. & Admin.) in April 2005 and as Manager (H.R. & Admin.) from 01/04/08 till 30/04/09. 
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JOBS HANDLED IN BRIEF
Jobs Handled: (Integrated Subsea Engineering & Services, UAE – Dec.2009 to Aug.2013) H.R & Administrative
· Handling day to day H.R. functions such as appointment of new employees, orientation, transfers, promotions, resignations, increments etc. 
· To ensure the company’s recruitment procedures are followed strictly and to assist the Manager in the recruitment process. 
· Plan, schedule and coordinate training-related classes, orientations, task/skills training, outsourced training and other activities, in conjunction with management, safety, finance, operations, maintenance and other divisions, to support employee initial/recurring training, special task certifications and evaluations in specific work assignments. 
· Manage HR administration such as contracts, letters and personnel files, NOC letters, salary certificates, etc. 
· Maintain annual leave records, sick leave etc. 
•
Direct  Administrative  contact  and  liaison  with  different  departments,  individuals  and
external institutions and agencies on specified issues.
· Managing Administrative functions within the office, responsible with the preparation of Management Documents, preparing reports, correspondences, letters and client database management, proof reading of all the important documents. 
· To maintain confidential and general filing system. 
· Maintain and Update the records. 
· Follow up with the related activities. 
· Arrange for air tickets / visas and hotel accommodation. 
· Preparing responses to EOIs, prequalification and RFP proposals. 
· Administrative support to Bid and Managing Director. Support to Bid Manager / Managing Director in corporate procedures (liaison with corporate group: legal, tax and financial) 
· Maintain project profiles for all current and past projects to be used in proposals. 
· Develop and maintain marketing and bidding materials. 
· Assist with gathering market research. 
· Any other duties Assigned. 
Project Coordinator
· Ensuring that the projects administrative duties are carried out in a timely and efficient manner. 
· Reviewing of project activities to ensure compliance with procedures and standards. 
· Ensure any relevant data that may be required for auditing purposes are retained and readily accessible 
· Source offshore crew when required to fill vacancies. 
· Conducts initial screening of shortlisted applicants before endorsing to technical or operational personnel. 
· Prepare contracts where relevant for offshore personnel. 
· Obtain any flag state certification required; ensuring licenses are valid at all times. 
· Plan crew changes in advance, check availability of crew and compliance of all certificates and training. 
· Ensure that personnel files and all crew certification are kept up to date and are uploaded in the system. 
· Liaise with vessel Captain and Crewing Manager on crew change schedules, visa requirements and relief names. 
· Arrange cost effective travel for crew joining and departing assigned vessels to meet crew change schedules. 
· Arrange any visas, vaccinations or additional training required. 
· Coordinate communication with all offshore crew. 
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· Prepare input to monthly On/Off report. Verify any training course days and changes in work schedule for the payroll departments. 
· Track all personnel on the Payroll system to ensure they are paid correctly and on time. 
· Maintain review of employee performance to provide input for future training, performance improvement, transfer, promotion, demotion and termination. 
Quality Management System
· Implementing Quality Management System (ISO 9001:2008). 
· Document the quality control process for various departments. 
· Responsible for all levels of quality control. 
· Responsible for conducting Internal Audit as per quality procedure. 
· Arranging Management Review Meeting after audits. 
· Preparing and attending annual surveillance and renewal audits conducted by Certification body as M.R. 
· Replying to observation / non-conformities etc. and taking corrective actions. 
· Co-ordinating with Certification bodies. 
ACHIEVEMENTS
· Achieved ISO 9001:2008 certificate from TUV Rheinland. 
· Achieved IMCA certificate for the company. 
•
Achieved UWILD certificates for the company from Lloyds Register, DNV, ABS & Bureau Veritas.

Jobs Handled: (Redha Al Ansari Exchange, UAE – Sept. 2009 to Dec. 2009) (Leave Vacancy)
· Direct Administrative contact and liaison with different departments, individuals and external institutions and agencies on specified issues. 
· Managing Administrative functions within the office, responsible with the preparation of Management Documents. 
· High level of General Administration, preparing reports, correspondences, letters and client database management. 
· Maintain and Update the records. 
· Follow up with the related activities. 
· To verify and process invoices, bills etc. 
· To maintain confidential and general filing system. 
· Liaison between key management personnel and branches (i.e. Circulating Memoranda, Minutes, Reports etc.) 

Jobs Handled: (Atlantic Shipping Pvt. Ltd., Mumbai – June 1997 to April 2009)
Administrative:
· Take care of the office facility needs, including daily maintenance and upkeep. 
· Liaison with government officials – MTNL / BEST /BMC / RTO etc. 
· Manage the cleaning / housekeeping staff. 
· Maintaining records for all the assets of the Company from all the branches. 
· Monitoring Annual Maintenance Contracts with vendors. 
· Handling H.R. functions such as appointment of new employees, transfers, promotions, resignations, increments etc. including leave records of all personnel. 
· Maintenance and renewal of Accident Insurance Policy of staff. 
· Processing loan applications and maintaining records of the same for office staff. 
Page 4 of 4
Office Maintenance and operation:
· Purchase and maintain office equipment. 
· Talk to vendors, obtain price quotes and follow up. 
· Interact with travel agents for air tickets / visas, hotel accommodation and arranging for transportation. 
· Follow up for bills payments. 
· Handling and maintenance of office vehicles. 
· In charge of printing, stationery and other materials and supply of the same to all branches. 
· Purchase of souvenirs and other gift articles for the company. 
Other Functions:
· Preparing MIS reports. 
· ISO 9001:2000 certification – QMS for the company. 
· Conducting Internal Audit of the various departments quarterly. 
· Arranging Management Review Meeting after audits. 
· Preparing ad attending annual surveillance and renewal audits conducted by Certification body as M.R. replying to observation / non-conformities etc. and taking corrective actions. 
ACHIEVEMENTS
· Achieved ISO 9001:2000 certificate for the company from DNV. 

HOBBIES AND INTERESTS
· Interacting with people, Reading and Music 

	
	PERSONAL DETAILS

	Date of Birth
	: June 23, 1976.

	Nationality
	: Indian

	Marital Status
	: Married

	Visa Status
	: Residence visa (Husband sponsored)

	Languages
	: English, Hindi, Marathi and Konkani

	
	



