· Gulfjobseeker CV No: 1349988
To interview this candidate call 971505905010

Or email us back filled up Vacancy Form

        http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc                                         


Seeking assignments in Administration with an organisation of repute



Executive Summary

A competent professional with 15 years of experience in Administration services. Currently working as Executive Administration Services. Adept at handling Canteen, Guest House, Transportation, Travels, Bookings, Hospitality and retaining people along with cordial Employee and Industrial Relations. Expertise in Event Management, Canteen Management, Hospitality services, Employee relation, MIS, SAP and Presentations.



Areas of Exposure

Administration Services
· Expertise in Guest House Management, Setup and upkeep.
· Expertise in Canteen Management, setup & upkeep
· Expertise in Hospitality Services (coordinating VIP visits & presentations)

· Travel Management (Ticket booking, Guest house booking)

· Transport Management (Company / contract)

· Facility Management (Building Management - Carpentry / Plumber)

· Event Management

· Stationery Management 

· Welfare activities, Employee Relation

· SAP & QP Optima Software
· Budgeting/MIS
· General Administration
Human Resources Management
· Time Office Management
· Induction and Orientation of new joinees 

· Employee self services 


Organisational Experience

Since April 13 – till date
Current Accountabilities:

· Responsible for Canteen Management, its setup and upkeep of services at site. Setting up Pantry facilities. 
· Responsible for the Canteen Committee, designing menus, and arranging food festivals.
· Responsible for Guest House Management, its setup and upkeep of services.
· Responsible  Bookings pertaining to rail and air tickets for all employees as per cadre

· Taking care of Hotel bookings and arrangement of hotel accommodation for Guest and employees

· Vehicle management – 3 company & 10 contract vehicles
· Raising the stationary and housekeeping material requirement through SAP

· Raising Purchase requisitions, Service requisitions and bills processing through SAP to cater admin needs

· Proper Vendor development. Negotiate and coordinate with the vendors;
· Standardise Admin Business processes (SOP), in sync with corporate Admin philosophy and implement the same.
· Coordinate with HR with regards to joining formalities of new employees
· Induction and Orientation of Staff. 
· Ensuring ISO compliances & implementation of laid down process

· Employee relation, & welfare, Handling Employee related queries. 
· Preparing Administration Budget & MIS

· Maintaining employee relations & grievance handling.
· Salary processing of drivers
Highlights:

· Appreciated by Management for smooth transition of old canteen contractor to Sodexo Canteen Facility at site within 15 days without interrupting Port services. 
· Appreciated by the Management for setting up Tea / Coffee vending machine facility for employees in and around office premises within short period

· Appreciated by Management for setting up GIDC water facility at all Port locations which resulted in cost reduction on hiring of tankers
Sept’09 – Mar’13
Administrative Officer
Accountabilities:

· Bookings pertaining to rail and air tickets for all employees as per cadre

· In-charge of Hotel bookings and arrangement of hotel accommodation for Guest and employees

· Raising the stationary and housekeeping material requirement through SAP.

· Raising indents through SAP to cater admin needs.
· Vendor development
Mar’08-Sept’09
Officer - Administration
Accountabilities:

· Responsible for the handling entire colony administration
· Travel Management for employees (Air and Hotel booking)

· Supervision of housekeeping and allocating its manpower in office & residential premises.

· Vendor development 

· Handled communication service for the employees

Highlights:

· Appreciated by Manager of set-up Tea/Coffee vending machine facility for employees in and around office premises.

· Single handedly migrated around 400 mobile numbers by changing the mobile service provider.

· Efficiently set up furnished accommodation for senior Japanese officials in colony

· Looked after more than 600 Chinese engineers for their comfortable stay at site

Aug’07-Mar’08
Executive II - Administration
Accountabilities:

· Vehicle management – 25 company & 120 contract vehicles

· Constant monitoring of the proper utilization & proper condition of the vehicles

· Handling of accident cases

· Generating MIS Reports Checking of bills with special reference to vehicle movement, fuel consumption and other hired vehicles

Highlights:

· Appreciated by my Manager for working out plans for minimising office expenses like fuel expense for company owned vehicles 
Sept’06-Aug’07
Assistant Officer
Accountabilities:

· In-charge of Hotel bookings and arrangement of hotel accommodation for Guest and employees
· Bookings pertaining to rail and air tickets for all employees as per cadre

· Vendor development 

· Raising the stationary and housekeeping material requirement through SAP.

· Raising indents through SAP to cater admin needs.

· Preparing daily and monthly MIS report.
Highlights:

· Appreciated by Management for organizing yearly company functions
Oct’00-Sept’06
Assistant - Administration
Accountabilities:

· Bookings pertaining to rail and air tickets for employees and guest.

· Supervised guest house facility for Mundra and Adipur location

· Overall co-ordination of all the administrative arrangements to provide the comfort level to all the internal and external customers for hospitality at the port and colonies 

· Organized Vip visit and co-ordinated high delegates meeting

· Taking care of pest control activities for guest house on monthly basis.

· Monitoring the existing & suggesting better ways to uplift the overall services of Guesthouse, Port Pantries, Canteen, and Mess 

· In-charge of Hotel bookings for Guest and company officials in the country

· Arrangement of potable water at port and guesthouse.

· Prepared daily and monthly MIS report.

Highlights:

· Set-up new mess facility for Custom officials
· I was a part of the executive team during the visits of CMD & Govt officials. Appreciated by Manager for hinder less management and hospitality.
Jun’1999-Oct’00
Booking Officer
Accountabilities:

· Booking domestic air tickets 

· Attending customer queries
· Preparing daily and monthly MIS report.


Academic Credentials
1999 

Bachelor of Commerce from Gujarat University, Gujarat



IT Skills

· Well versed with MS Office applications 

· SAP.(PM Module)
· QP Optima Software
· Knowledge of On line PMS system – Success Factor



Certifications/ Workshops Undergone

· Operational Aspects in Housekeeping, Ahmedabad Management Association at Ahmedabad – April,06 
· Success Factor - On Line PMS - Awareness Program at Dahej – April,13

· World Class Housekeeping 5S , Ahmedabad Management Association at Ahmedabad – May,13

· Maritime & Port Facility Security - ISPS Awareness at Dahej – June,13

· Business Communication at Dahej – July,13

· Power Presentation at Dahej – Feb,14

· SAP MM Module at Dahej – Mar,14

· Refresher Program for Housekeeping Professionals, Ahmedabad Management Association at Ahmedabad – Aug,14 


Personal Dossier

Date of Birth:

17th February 1979
Present Location
Dubai
Linguistic Abilities:
English, Hindi, Gujarati and Malayalam
Marital Status:
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