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CAREER OBJECTIVE
A motivated administrative professional seeking a position in a challenging environment. Over 13+years’ experience successfully providing administrative and secretarial support to the operational department. Proficient in a range of computer applications. Well-developed communication and customer service skills. Proven ability to efficiently plan and manage multiple assignments to meet tight deadlines. A proactive problem-solver who gets the job done.
KEY SKILLS AND ABILITIES
Excellent Time Management Skills: Proven ability to effectively manage multiple responsibilities in a busy environment and to identify urgent tasks, ensuring they are prioritized and completed in a timely and accurate manner. 

Ability to Work under Pressure: Highly experienced at operating in high-pressure situations where I have been required to carry out complex tasks within a short timeframe. I have experience processing highly technical information, and I remain calm and maintain a high standard of work when under pressure.
CAREER HISTORY in UAE 
Current Employer
:  Consolidated Contractors Company (CCC) - UAE 

Industry Type
:  Construction & Underwater Engineering.

Period of Service
:  October 2005 till date.

Current Employer Profile

CCC is a leading diversified company carrying out construction, engineering, procurement, development and investment activities internationally with emphasis on the Middle East region. CCC is now one of the largest engineering and Construction Company in the Middle East. Today CCC embraces the ambitions and welfare of over 189,000 employees composed of over sixty nationalities. 
TRAINING RECEIVED (FROM CCC)
· Induction received for supporting HR for all recruitment processes.
· Basic OSHA Training
· Fire Warden & Drill Training
· Introduction to the Customized Software known as VBC (Visual Byblos Cyberspace) 
where all information on Admin & HR can be accessed and updated
Corporate Health, Safety &Environment (HSE) Group, Mussafah, Abu Dhabi (Aug. 2010 to date)

Administrative Support Specialist(Reporting to HSE Director & Senior Administrator).
WORK ASSIGNMENTS
Administrative Support: Manage administrative, human resources, and public relation functions.Reporting to the HSE Director & Administrator on requested issues and ensure all requests are processed on or before time limit. Perform administrative and office support activities for multiple Managers & Engineers.

Duties include fielding telephone calls, word processing, filing, and faxing as well as composing correspondence/reports for manager’s signature, processing replies on incoming requests and putting preliminary work in play.
Administering payroll, timesheet records of staff. Follow up of employees Residence/ Work Permit and Security pass renewal. Co-ordination with Area/ Project HR Team and other Departments for Documentation related issues.
Recruitment Support: Ensures mobilization of the selected candidates in accordance with the applicable mobilization procedures and as per agreed mobilization date. Coordinates with Employee Relations Officer and ensures that all required documentations for the visa application and processing are reviewed, validated and completed before submission to Area HR Offices.In close coordination with concerned Project. 

Preparing all correspondences for recruitment and various administrative communications via email.Overall co-ordination of manpower planning, recruitment & Selection Process.Maintaining employee files and the HR filing system. Employee orientation, development, and training logistics and recordkeeping.

Monitoring and updating internet based database for applicant CVs received from International Agencies and other sources. Updating the recruitment database with interviews / Screening results thru online based application system.Inform job applicants of their acceptance or rejection for employment. Request references from present or past employers of applicants.

Document Control Support: Document Controlling through EDMS software VBC (Online Web based Document Controlling Software).
Supervising data entry of technical documents in the company and ensuring the correct revision and location of documents in to their designed electronic folders. Updating of all Official Correspondence, Incoming & Outgoing Documents in VBC. Maintaining the Hard Copy and Electronic Copy for all the Documents.
Interfaces with all disciplines to ensure that the requirement of the documents/ transmittals for projects and operations are properly handled and their outstanding and pending issues are resolved in timely manner.

Achievements: Overhauled the office filing system to gain easier access to records and increase efficiency. Supported staff effectively in assigned project-based work. Responsible for providing training and orientation to new employees. Interacted with organization’s Board of Directors to arrange attendance at meetings and recording/compiling and distributing the minutes.

Head of Administration & Services, Abu Dhabi



Apr. 2009-July 2010
Office Coordinator(Reporting to the General Manager)
WORK ASSIGNMENTS
· Perform administrative and office support activities for multiple Administrators.Duties include fielding telephone calls, word processing, filing, and faxing as well as composing correspondence/reports for manager’s signature, processing replies on incoming requests and putting preliminary work in play. 
· Enter data, keep records and run a variety of reports, in compliance with Head Start Standards. Administering payroll, timesheet records of staff

· Co-ordination with Area/ Project Team and other Departments for Documentation related issues. Follow up of company employees Residence/ Work Permit and Security pass renewal.

Area Camp (Staff Accommodation), Mussafah, Abu Dhabi


Oct. 2005-Mar. 2009
Administrative Coordinator(Reporting to the Camp Manager)
WORK ASSIGNMENTS
· Office & Stores Management. Handling all official correspondence in the Camp Administration Office.
· Responsible for attending to all business emails, faxes & memos received in Administration Office. Assume receptionist responsibilities, operating multi-phone system, open and distribute mail & emails. Enter data, keep records and run a variety of reports, in compliance with Head Start Standards. Administering payroll, timesheet records of staff

· Preparing Quotations, Getting quotes from the suppliers and comparing the price.Producing Daily, Monthly and yearly reports. Maintaining and managing the stores and purchases. 
· Preparing LPOs (Local Purchase Order) for all local purchases and sorting invoices for payment. Invoice sending to accounts for fund settlement. 

· Eventually placing the order with reasonable supplier, duty signed by the Manager. Coordination with local suppliers to get the materials and other day to day using materials. Receiving those items/ parts ordered and confirming supplied items are the placed one. 

· Stores Inventory and total control of stores activities (stock verifying, check the daily issues, daily inspection of stock cards, monthly stock reports and giving instructions to the store-assistants). 

TAMILNADU TIMBERS(INDIA)





Jun. 2003 – Sep.2005
Administrator
Roles and Responsibility: Office Management, Indoor and Outdoor Sales, Collection of bills, issuing goods to the retail customers. Preparation of invoice and delivery notes, Filing documents such as invoices, receipts, vouchers etc.Receiving goods from warehouses, Maintain stock register, Proper Housekeeping.

MARGIN FREE SUPERMARKET (INDIA)




Apr. 2002-May 2003
Office Coordinator
Roles and Responsibility: Administration duties. Front Desk sales and Liaising with Suppliers & Customers. Ordering of materials. Stock Control. Invoicing.
EDUCATION
· XII Standard - Higher Secondary School Examination, Kerala India - 2002
· X Standard -  Board of Public Examination, Kerala, India  - 2000
COMPUTER SKILLS
· Diploma in Computer Application

· Introduction to Computers

· Microsoft Office Applications (Microsoft Word, Excel and PowerPoint) 
· Programming Languages (C, C++)
· Document Controller(VBC & Talisman-FoxPro)

· Internet & E-mail Communication
PERSONNEL DETAILS
Nationality 

:
 Indian

Date of Birth 

:
26th May 1984
Marital Status 

:
 Single

Visa Status

:
On Employment Visa (UAE)
Light Vehicle License
:  
UAE and India
Languages Known: English / Hindi / Malayalam / Tamil / Arabic (less)















	
	



