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                                                                           ADNAN 
ADNAN.204419@2freemail.com 

OFFICE ADMINISTRATOR
_________________________________________________________________________________________________________                              

PERSONAL STATEMENT

· Over 11 years of International experience in developing departmental plans, set goals and deadlines, implement procedures to improve productivity. Seeking a good career and to ensure credible performance to work hard towards exceeding the set goals and contribute for the organization growth. Innovative and enthusiastic professional offering strong interpersonal and presentation skills.

_______________________________________________________________________________
Strengths
· Effective handling of customer complaints 
· Flexible and punctual  

· Excellent professionalism and Self- motivation
· Good organizational skills 
· Liaising with team and senior management on both a formal and informal basis
Carrier Highlights
                                   STRATUM OWNERS ASSOCIATION MANAGEMENT, DUBAI, UAE

                                                      FACILITY COORDINATOR (FROM 2014 TO 2015)
Work outline:
· Managed four building on side.
· Reporting on a daily basis to the Association Manager and Quality Assurance Engineer the status of all the services.
· Supervising the daily work of supplier’s onsite.
· Responsible for all the Facility Management operations in the building.
· Preparing monthly reports on the completed/pending works for each building.
· Following up any concerns/complaints by the occupants of the building in regards to maintenance issues of the common areas.
· Ensuring that service providers are delivering services as per their scope of work in their contracts.
· Ensuring that the quality of services provided by the service providers is acceptable
Carrier Highlights

                                         SARA GROUP HOLDINGS, JEDDAH, SAUDI ARABIA

                                                   Office Administrator (FROM 2004 TO 2013)
Administrator Work Outline:  

· Handle daily order tracking customer invoices.
· Responsible in making the reports and managing them.
· Prepared and maintained various logs and records on work performed; requested required materials, supplies and equipment.

· Responsible in filing, typing, organizing and supplying the records for proof reading.
· Handling the records and managing the data entered in it.
· Recording the orders and services provided to the clients.
· Data entry work, E-mail communication etc.
_______________________________________________________________________________

                                     BAFANA MOTORS COMPANY, MUMBAI, INDIA  
                                          Office Administrator (FROM 2003 TO 2004)
Work outline:
· Managing the database and performing the jobs of typing and filling up of the database. 
· Answering the calls of the customer and solving their inquires
· Creating project reports regarding the businesses performed by the company
EDUCATIONAL & TECHNICAL

· Secondary School Certificate (SSC) completed year of 2000.

· Higher Secondary school certificate (HSC) completed year of 2002(Science)

· Experience working on Windows/XP/VISTA/7/8
· Good knowledge of MS office suit that includes Word, Excel, Power Point, Outlook, File management
· Well versed with the use of publisher
· Good typing skill of 40 wpm
Job Interested Details:

· Nine years’ experience handles daily order tracking customer invoices.

· Through knowledge of typing speed in Microsoft word.

· Experience of Secretarial work like a File management, Data entry work, E-mail communication etc.
________________________________________________________________________________

Personal Details:
· Date of birth                         
- 24/08/1983

· Marital  Status
-
 Married

· Nationality
-
 Indian

· Language known
-
 English, Arabic, Hindi

· Religious Cast
- Islam 
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