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JAYAROUS 

JAYAROUS.256135@2freemail.com  



CAREER OBJECTIVE: ________________________________________________________________________
A senior position in Administration with a focus on Operational Management, Team Leadership, and Process Improvements.
PROFILE: __________________________________________________________________________________

· More than 10 years’ administrative experience in diverse business settings.

· Skilled in working independently as well as in supervision and management.
EDUCATION: _______________________________________________________________________________
· Bachelor of Business Administration (BBA) Graduate from Sikkim Manipal University, India 2014
· Diploma in Hotel Management from Chavara Institute of Management, Cochin, Kerala, India 2005 (Practical training from Taj Residency Hotel (The Gateway) Cochin for 6 months)
· Higher Secondary School Education(HSSE) from MPC College, Barippada, Orissa, India 2004
· Attained Secondary School Leaving Certificate (SSLC) from AL-Farookhia H.S. Cheranellore, Kerala, India 2001
AREAS OF KNOWLEDGE & SKILLS: ____________________________________________________________
· Excellent Computer proficiency in Windows10 or below versions (2016 - MS Excel, Word, PowerPoint, Outlook, Access, SharePoint, Office 365, OneNote, Publisher, InfoPath Designer & Filler, Visio, Lync, Power BI, Adobe Acrobat XI Pro and many other office computer applications like CAFM Explorer, CAFM Reports, RMS9 Application (Read only), ACH, CRM, BSCS, HLR, iCare, Q-Pulse and trained on basic tasks on SAP, etc.
· Ability to understand complex systems and learn new software based applications.
· Advanced MS Office 2013 & 2016 certifications from lynda.com
· Experienced in creating new software applications based on MS Access and MS Excel.
· Proficient in using MS Excel 2016 or below versions to manipulate data into meaningful reports and summary for data analysis and through which the management can make decisions and take necessary steps.
· Experienced in setting up the basic admin & IT needs for a company which includes purchasing web hosting and domain name, creating a website including a team site for the company using MS Office 365 - SharePoint, setting up a file management system using OneDrive/ShareDrive, creating and setting up email accounts and user accounts and creating all the necessary forms and letters using MS Word and MS Publisher.
PROFFESSIONAL EXPERIENCE:                                     10 YEARS___________________ ______________ 
Contact Centre Officer at Serco Middle East, Al Minhad Air Base (AMAB), Dubai, UAE. Aug-12 – present
· Ensures that the day-to-day operations of the business run smoothly.

· Ensures the project milestones are met by giving training and feedback to the staffs on the process of Facilities Management and performance, and demonstrating time management by managing multiple tasks efficiently.

· Conducting team meeting on weekly-wise to discuss and create awareness of process change, HSE familiarization to make sure that the safety regulations are adhered and met, important activity discussion for the week etc.

· Supporting Supervisor and Managers by creating and editing SOPs & KPIs storing in Q-Pulse and creating useful tools using MS Excel and Access for the front end staffs for easy data entry.
· Providing, at least, one improvement idea every month and work on it to develop and implement to get the best outcome. 

· Compile statistical data, analyze and prepare MIS reports and presentation and distribution (weekly & monthly). The reports include but not limited to asset maintenance requests, transport requests, client / customer feedback data management, cleaning requests etc.

· File management and documentation, handling the daily official registers, preparation of minutes of meeting and supporting the supervisor on the preparation of procedures and work instructions, roster planning & preparation, and office stationery stock management.

· Acting as a point of contact between the client (Australian military officials) and the company departments and subcontractors. Entering the client’s Requests, Complaints and Suggestions in the system (CAFM) for data management and analysis purpose, such as Maintenance to building and assets, special cleaning other than scheduled tasks, reporting the incident and accidents, transportation requests, accommodation arrangements during the absence of assigned staff etc. 
· Coordinating with various departments including subcontractors to meet the client’s requirements and administrative tasks.
· Arrangements of travel (Flight/airport service (Marhaba, Al Maha, Pearl Assist etc.) booking & transport arrangements in Dubai and Qatar) and accommodation for the clients.
· Coordinating the maintenance requirement of the facilities by coordinating with the contractors.
· Customer support (Internal & External) (walk-in, telephone, and email).

Station Agent at Serco Middle East, Dubai Metro (RTA), UAE. Jul-11 – Aug-12
· Customer Service

· Ticketing and NOL card recharging

· Crowd control and managing emergency and safety critical situations

· Revenue & Sales activities

Operations and Compliance Officer at UAE Exchange, Cochin, Kerala, India. Jul-10 – Jun-11
· Implementing Procedures and Process in the pilot Process Called Global Contact Centre.

· Handled a team of subordinates of US division.
· Monitoring, auditing and executing money transactions from the US to other countries.

· Data analysis, management & administration, the filing of transaction receipts, MIS Report preparations and distributions of divisions of US, UK, Canada and Australia.
· Ensured the operations and daily tasks are run smoothly by supervising and assisting the team in their daily duty.
· Supporting my Manager (Branch Head of Banking Correspondence & Co-ordination) in diary management and process coordination.
· Preparation of Minutes of Meeting
· Preparation of training materials, presentations, and roster for staffs.

· Giving training and feedback to the subordinates

· Customer Service.
Technical Support Executive at Sutherland Global Services, Cochin, India. Jan-10 – Jul-10
· Supporting McAfee Antivirus customers (USA).
· Voice support, troubleshooting and virus removal through remote access to the computers

Sales Coordinator at The Country Club Hotel, Dubai, UAE. Oct-09 – Jan-10
· Coordinating meetings and appointments with the client.

· Tele-calling and fixing appointments for the direct marketing executives

· Attending the meetings and appointments.
· Sending Daily Report.

MIS Admin & Coordinator at Vodafone India, Cochin, Kerala, India. Mar-07 – Sep-09
· Management & administration of mobile handset stock in stores of more than 80 in number across Kerala State. MIS Data analysis, Report preparation, and distribution, Responsible for collecting the reports from all the 80 stores and collating the same to be forwarded to the HODs of the company.

· Handset technical support to subordinates and customers

· Customer support to high-end Customers.

· Supporting colleagues by preparing MS Excel help tools

· Customer support to IPhone and Vodafone handset Customers (Call, Email and direct support).

Customer Service Executive at Idea Cellular Ltd., Cochin, Kerala, India. Aug-05 – Mar-07
· Attended customer calls and handled queries, requests, and complaints of customers updating the system with accurate data and meaning.

· Escalating the complaints and requests to the concerned department and following up them for the fastest solution for customer satisfactory.

DECLARATION
I hereby declare that all the above statements are true and correct to the best of my knowledge.
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