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PROFESSIONAL SUMMARY
“ADMINISTRATOR” dedicated to continuous process improvement in the face of rapidly evolving and changing markets. Extremely results-oriented and proactive in addressing and resolving problems.
SKILLS

· Exceptional interpersonal communication
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Consistently meet goals

· Client account management
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Efficient multi-tasker

· Effective leader
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Conflict resolution
· Budget development
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Customer service oriented
· Staff training/development
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Organized
· Employee scheduling
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Deadline-oriented
WORK HISTORY

ADMINISTRATOR (Project)
Naser M. Al Baddah & Partner Gen. Trdg. & Cont. Co. W.L.L. - Al Ahmadi, KUWAIT.  03/2014 – 03/2016
· Responsible for the total administrative requirement of project in line with company and ISO procedures.

· Coordinate activities and information flow with Engineering, Operations, Planning, Accounting & Finance, Safety, Human Resources and other departments, as appropriate.
· Supervises all employees assigned to the project during all phases of planning, execution and close out of the project. Respond promptly and knowledgeably to employee requests for information and assistance.
· Material Requisitions submittal to Purchasing, Tracks the delivery of materials & equipments, Coordinates shipping processes & reviews the equipment order status reports on a weekly basis.
· Schedules equipment start-up with Service and / or third party equipment provider.

· Identifying training needs within the project through job analysis, appraisals schemes and ensure all assigned employees were trained as per KNPC / Client’s (oil & gas) safety requirements. 

· Coordinates, schedules, and participates in all team meetings, creating agendas and taking minutes.

· Maintains professional & technical knowledge by attending workshops & professional associations.

SR. COMMERCIAL EXECUTIVE

Saud Bahwan Automotive (S.B.G.) L.L.C. – Muscat, OMAN.


       03/2012 – 02/2014
· Handling and supporting the team of 19 branches at sultanate of Oman and UAE.

· Assist the G.M. with establish & implement policies, goals, objectives & procedures for the department.

· Monitor sales activities to ensure that customers receive satisfactory service and quality goods.
· Incentive scheme calculations, preparation of monthly reports, budget & variance analysis of the dept.

· Supervising general admin activities, upkeep of office admin facilities, verification of stock, petty cash and handling employee related matters – punctuality, welfare allowances, statutory-compliance area etc.

· Plan and prepare work schedules and keep records of employees’ work schedules and time cards.

· Organizing meetings, event management, conferences, arranging travel & accommodation facilities.

· Specialized in handling back office operations, inter office correspondence, confidential mails etc.

BRANCH OFFICER (For Rent-A-Car Division)
Qabas Al Belad Trading & Cont. Co. L.L.C. – Muscat, OMAN.


       07/2011 – 02/2012
· Provide customer service by greeting, assisting customers & responding to their enquiries & complaints.
· Direct and supervise employees engaged in sales, inventory-taking, reconciling cash receipts or in performing services for customers and ensure that customer receive satisfactory service & quality goods.

· Assign employees to specific duties and instruct staff on how to handle difficult & complicated sales.

· Keep record of purchases, sales & requisitions and plan budgets and authorize payments.

· Processing invoices and collection of outstanding payments.

· Formulate pricing policies for merchandise, according to profitability requirements.
· Review inventory and sales records to prepare reports for management.

· Handling employee related matters – punctuality, leave, allowances & statutory compliance area etc.
FINANCE AND ADMIN EXECUTIVE
Mohtisham Complexes Private Limited – Mangalore, INDIA.


       08/2010 – 07/2011
· Distribute tenant memorandums & keep appropriate backup and maintain all tenant contact information.

· Prepare monthly tenants statements and verifying invoices.

· Handling association complaints management.

· Handling commercial mall’s CAM & electricity charges details

· Clerical support to property management and coordinate tenant newsletter.

· Handle miscellaneous assignments as requested by management.

TRAINEE (During Summer Project in M.B.A.)
 Mangalore Refinery and Petrochemicals Limited – Mangalore, INDIA.

       01/2010 – 03/2010

· Attend lectures, watch guest speakers, and create projects, oral presentations, and take tests.
· Work in different departments to gain perspective, including accounts, purchasing, marketing & HR dept.

· Use company reports to analyze sales, gross profit and inventory activity.

· Adhere to guidelines of formal written training program and attend periodic evaluations.

EDUCATION
MBA: Banking & Finance

Visvesvaraya Technological University – Belgaum, INDIA.




          June 2010
· Participated PG university level management fest at Belgaum and secured 3rd place in ICE-BREAKER event.

BBM: Finance & Marketing
Mangalore University – Dr. NSAM FGC Nitte, INDIA.




           May 2008

· Participated inter college annual cultural & literary competitions & has been awarded OVERALL WINNERS.

· Participated inter college annual sports and has been placed WINNERS in HOCKEY, RUNNERS-UP in CHESS.

DCA: Computer Applications

Manipal University – Koppa, INDIA.







            July 2010

SSLC & PUC: Commerce
Karnataka State Education Board – Koppa, INDIA.





          April 2005
· Passed the certificate “A” examination, under the authority of Ministry of Defence, Govt. of INDIA.

· Completed SCOUTS & NCC training certificates and attended several camp programs.

CERTIFICATIONS
· Trainer Certification Course

· Interpersonal Communications

· Supervisory Skills Development

· Professionalism at Work

·  Key Selling Skills - “Sell Better and Sell More”
ADDITIONAL INFORMATION
· Nationality


: Indian.
· Religion



: Christian (Roman Catholic).

· Sex & Age


: Male, 29 years.
· Marital Status


: Married.

· Driving License


: Holding valid Indian driving license.

· Linguistic Proficiency

: English, Hindi, Arabic, Konkani, Kannada, Tulu, Urdu & Tamil
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