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AREASOFEXPERTISE Financialadministration Officeprocedures
Typing&word-processing
Keyboardskills
Filing
Decisionmaking Raisingcreditnotes Writing correspondence
Administration
MSOfficeapplications BusinessAdministration Office management
BasicPCHardware&Networking
GraphicDesigning
CAREERSTATEMENT


Najim Email: Najim.218917@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283 
Office Administrator
PERSONALSUMMARY
Ateamplayer,whopossessesalongtrackrecordofworkinginvarious administrativeroles,coupledwithgoodPCskills andtheabilityto communicateconfidentlyatalllevels. Najimhasa highlyorganised approach, plentyofinitiativeandagenuinedesiretocontribute totheongoingsuccessof yourOffice.Hehasareputation fordelivering ahighquality,personalservicetobothjunior andseniorworkcolleagues.Apartfrombeingimmediately available,healsohasastrongbackgroundingeneraladministrationalongwith experienceofworkingwithinacustomer focusedcompanylikeyours.
Rightnowheislookingforakeysupportrole,whichprovides plentyof variety,andwherehewillhaveresponsibilityfortheadministrativeprocesses withintheOffice.
CAREERHISTORY
AlignTechnicalServicesL.L.C-Dubai
(MEPContractor)
OFFICEADMINISTRATOR              August2015-Present
ResponsibleforalltheadministrativeprocesseswithintheOffice,aswellas providing generalITsupporttoenablethesmoothand effectiverunningofthe office.
Duties
FollowingstandardizedcompanyproceduresrelatingtoallaspectsofOffice performance.
Answeringincomingcalls inaprofessionalmanner.
Maintainingdailysiteworkprogressreport.
Maintainingsuitableandsufficientofficestationarylevels.
EstablishingstationaryrequirementsfortheOffice.
Maintainingallofferandemploymentcontractsfornewjoiners.
Payrollupdates,includingaccountdetailsandsalarychanges.
Maintainingpayrollandothertasksrelatingtostaffwages.
MaintainingvisaapplicationsinliaisonwiththePRO,collationofalldocuments,labour cardprocessing,salarycertificates.
Maintainingallemployeevacationandsickleave.

Arrangingportpasses.

“Ifeel thatmygreatest
strengthsare firstlymy willingnesstotake responsibilityforallthe administrativedutieswithinan office.Secondlymyskillat
workingefficientlyaspartofa
team,andforming solidpersonal bonds withotherstaffmembers, andthirdlymydesiretoworkwithexistingmanagementteamsonany adhoctasks.”
NajimShaikh

SupporttheHRManagerinalladhocduties.
BasicITsupport.
Coordinatingandcommunicatingactivitiesforthe Office,includingall employeeevents.
RoadwayConstructions-Pune,India
ADMINISTRATORJune2011-May2015
Supported theDirectorandSenior Leadershipofthebusinessbyproviding administrationsupportfortheirroles.Thisincludedworkingwith the managementteamonadhoctasks asrequired.
Duties:
DraftBOQandofficerelatedletters.
Preparedmonthlystatementsandsitereports.
Filedandmaintainedaccountingandpayrollrecords.
Distributedpayslipsonamonthlybasis.
Gotholidayrequest formssignedoffbyseniormanager.
ManagedstationaryrequirementsfortheOffice.
Handleallemployeeinductionandjoiningformalities.
Managedallpersonnelfilesandupdaterecordsaccordingly.

Officemanagement&otherofficerelatedwork
BasicITSupport.

PERSONAL SKILLS
Serviceorientated
Responsiveness


TheEarthMovers-Pune,india
OFFICEASSISTANT
Duties:
Preparemonthlystatementsandsitereports.
Recorddailymachineryexpenses&siteexpenses.


Sep2006-May2011

PrepareexcavationQTYbills&machineryhire  chargesbills.

Leadershipskills

Checksupplier’smaterialbills&preparecheques.

PrepareBOQandofficerelatedletters.

Professionaljudgement
Problemsolving Superorganised Decisionmaking Energetic
Selfcontrol
Excellentcommunicator Tactful&articulate Problemsolving
Wellorganised
Influencingskills
PROFESSIONAL MSCITCertificate GraphicDesign
Hardware&Network

Filling&recordkeeping.
KEYCOMPETENCIESANDSKILLS
Administration
CompetentonallMicrosoftOfficeProgram.
Creatingfinancialandstatisticalreportsusingspreadsheets.
Comfortableworkingwithnumericaldata.
Takingprompt,decisiveandcorrectiveactiontorectifyanyshortcomings.
Abletouseoffice equipmentlikecopiers,fax’s, scanners,printers,computers
andofficesoftware.
Financiallyastutewith the abilitytocontrolbudgetsandexpenditure.
Abilitytotype25pmand demonstratedproficiencyon10-key.
Professional
Analyzingproblemsbycollectingdata,establishfacts,and drawingvalid conclusions
Aptitudeinfinancial management,financialreportsandanalysis.
Abilityto spotissuesandopportunitiesbeforeothers.
Strongworkethic; self-starter;resultsorientated.
Alwayschallengingthe statusquo.
Activeteammemberwithselfdriveandmotivation.
Possessingknowledgeofallrelevantsoftware&ITsystems.
Personal
Actingwiththehighestethicalstandards,andalwaystreatingothersfairly&
withrespect.
Acreative& innovativethinker.
Havingapractical approachtoproblemsolving.
Willing tobeaccountable,liable,&answerableforactions&decisions.
Ahandsonmanagerable toleadbyexample. ACADEMICQUALIFICATIONS
Dr.BabasahebAmbedkarMarathwadaUniversity,               2010
BachelorofCommerce
Dr.BabasahebAmbedkarMarathwadaUniversity,               2004
H.S.C
Dr.BabasahebAmbedkarMarathwadaUniversity,               2002
S.S.C
PERSONALPROFILE
Languages
English,Hindi,Marathi
VisaStatus
Employment


MaritalStatus
Married
Nationality
Indian
