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Career Objectives:

To enhance my skill-set by working in a challenging and competitive environment while at the same time contributing to the growth and progress of the organization and to put in best efforts towards mutual growth. 
Core competencies:

· Team player

· General Administration

· Document Control

· Customer Service Orientation
· Problem Solving and Analysis
Achievements:

· Commended by supervisor/management for the quality and consistency of my performance.

· Effectively prioritized and organized workloads in a constantly changing environment to meet daily and weekly schedules.
· Organized and implemented and efficient work flow system that resulted in significant cost savings.
· Created and presented an excellent image of the company and its services to customers, and coordinated and communicated well with clientele and management at all levels.

Educational Qualification:

Master of Business Administration - (HR and Marketing)



2003-2005
Oxford College of Business management (Bangalore University)

B. Sc in Mathematics








2000-2003

M G University-

Work Experience

HR & Admin Officer
Emirates Petrochemical Services Est.
ABU DHABU, UAE
05/2013 – 11/2015.
Company Profile: Emirates Petrochemical Services Est. (Sub-Contractors of ADNOC / ADMA-OPCO/GASCO/TAKREER etc.) A major contractor for the Abu Dhabi Oil and Gas Industry, EPS provides Insulation Systems where designs are made in consultation with client’s requirements and are pre-fabricated in our own fabrication shops using the most sophisticated materials and technologies. EPS pioneered high-pressure water jetting and utilizes state-of-the art equipment, incorporating multiple safety features to provide optimum protection for operators and safeguard client’s facilities and equipment. EPS provides Access Scaffolding with a Difference - Materials used are in accordance with BS Standards, Strict Quality Control, and cost Effective to meet with Project Schedule, Timely Project Completion and Complete Client Satisfaction. EPS has an acknowledged reputation in On-Line Leak Sealing through its fully trained technicians and system, now being used in the world’s Oil & Gas, Petrochemicals, Steel Works, Offshore process and Power Generation industries
. 
Role & Responsibilities:-

· Good knowledge of applying Quota for Visas/ Visas, labour Card, Renewal of Trade License/Chamber of commerce of the company.

· Updating all the personnel data of employees in the system of Staff and site Manpower (Updating Passport details, Labour Card Details & Health Insurance Card Details & Emirates ID) and monitoring the expiry dates and following-up with PRO’s for renewals.

· Booking appointments for Staff Medicals (for new visas/visa renewals)
· Experience in Bulk Recruitment (Direct) from outside UAE (India).
· Releasing passport to staff and non-staff and controlling the passports
· Arranging the Interviews for the concerned Dept. managers for all categories and before fixing the interview providing all the details to the manager by screening the candidate, (expected salary, about previous companies worked, overall experience) in order to short list the CV’s. And for the connivances of interviewing manager.
· Well Knowledge in CICPA Security pass /ADNOC Fuel Card application/cancellation Procedure.

· Good Knowledge in Employee Salary account (RATIBI) application/Cancellation
· Company Insurance/Vehicle Insurance/Daman Insurance Application & Renewal Procedure.

· Company vehicle Registration/Renewal Procedures as per UAE Law.

· Making of employee Leave Settlement/Final Settlement/Gratuity Calculation as per UAE Labour Law.
· Company P O Box Application/Renewals.
· Booking / arranging the Air Tickets for the Employees and managers.

· Handling the transportation and coordination with Site drivers and head office drivers.

· Visiting the Company camps for checking the proper maintenance of the camp maintains close coordination with the camp boss for the camp requirements.

· Handling the company guest house’s for their renewals, maintenance for repairs & monitoring the in and out of the guests & company staff.
· Site Office Administration.

· Typing documents (Material Submittals, Document Transmittal Forms, Daily Site Reports and Correspondences to Clint, Consultants & Subcontractors.

· Maintaining QA system, which includes implementation of ISO standard. 
· Sending and receiving of all Correspondences (Faxes, E-mails, Letters) 

· Handling all kinds normal copying and as well as Drawing’s copying.

· Filing of all Correspondences, Profiles, Catalogues, Drawings etc.,

· Entering all correspondence in to computer log sheet and retrieval as when required.

· Assistance in preparation and submission of Pre-Qualification Documents / Company presentations to various Clients.

· Close coordination with Technical & Estimation Department during Tenders and assistance during final Tender Submission stages.

· Working experience on general Tender submission requirements of different Clients like GASCO, TAKREER, NPCC, ADCO, ESSNAD etc.

· Procurement / Indent preparation of all work site requirements including personal protection safety wears miscellaneous materials and overseeing their dispatch to the site.

· Procurement of office Stationery, and all other day-to-day office requirements


Administration Manager  
Eyota Technology, Bangalore, India

11/2010 – 12/2012.
Company Profile: Eyota Technology is a Professional Web and multimedia company at Bangalore, the hub of Indian IT industry, with innovative visions in the technocratic arena. Eyota Technology is a leading, next-generation Technology Company with strong business interests in Web Design, Web Development, Web Hosting, Domain Registration, Internet Marketing, Print media and top-notch Multimedia Solution. 
Role & Responsibilities:-
Document Control:-
· Coordinate all activities related to the Document Control procedure, including technical documents.

· Input document data into the standard registers ensuring that the information is accurate and up to date
· Keep track of all documents correspondences and transaction. Maintain and update all document registers 
· Monitor and update any change and modification to the technical documents.
Recruitment & Staffing:-
· Maintains administrative staff by recruiting, selecting, orienting, and training employees
· Maintaining a safe and secure work environment
Accounts:-

· Submitting information for budget preparation
· Monitoring the administrate costs and analyzing the variances.


Operations Manager – Administrative Support
BAJAJ ALLIANZ Life Insurance Company Ltd

11/2007 – 07/2010
Company Profile: Bajaj Allianz Life Insurance is a union between Allianz SE, one of the largest Insurance Company and Bajaj Financial service .Allianz SE is a leading insurance conglomerate globally and one of the largest asset managers in the world. Allianz SE has over 119 years of financial experience and is present in over 70 countries around the world.
Role &responsibilities:-
Office Administration: -

· Perform Office administrative jobs as a team leader.

· Perform Customer service activities

· Purchase and Office support service
· Reception support and Admin team management

Human Resource:-

· Recruitment of sales managers, insurance consultants and operations staff. 

· Maintain the leave management system.

· Administer employment agreements.

· Supervise completion of the payroll

Document Control:-

· Manage the filing, storage and security of documents.

· Record keeping, data processing, security, recycling, mail distribution
Finance:- 

· Implement financial policies and procedures.
· Maintain financial files and records.
· Ensure transactions are properly recorded in the computerized accounting system.

· Prepare financial and statistical reports.

Sales Manager
BAJAJ ALLIANZ life Insurance Company Ltd

06/2005 to 10/2007
Role &responsibilities:-
· Recruiting and training sales Executives.

· Supervising, motivating and monitoring team performance.

· Allocating areas to sales executives.

· Setting budgets/targets.

· Liaising with other line managers.
· Liaising with customers (which may include actual selling).

· Support Management Trainees in assigned project based work. 

· Other duties as assigned. 

Academic Projects and Training Details:

· An organization study at  Travancore cements Ltd,  Kottayam,  Kerala
· A study to evolve an ideal Attribute  mix  that builds  up the  brand Image of News Papers at Mangalam Publications, Kottayam, Kerala
· Office administration training at Bajaj Allianz Life Insurance Co Ltd.

Co- curricular activities
· Actively participated in Group Discussions, Management skits, Role-play’s and Seminar Presentations.
· National Service Scheme (NSS) Volunteer Secretary in the year 2000

· Nature club member (attended all India nature club seminar, Munnar)  In the year 2002 
IT Skills
· Post Graduation Diploma in Computer Application (PGDCA) 
· Operating System: Windows2000, Windows XP, Linux, MS Office Tools, Photoshop, Ubuntu, Open Office, 
· Troubleshooting & Installations of software/ Servers / Printers / FAX.
· MS Outlook/Mozilla Thunderbird Configuration with mails.
 personal profile:

Date of Birth


-            08-11-1982 

Sex



-            Male 

Martial Status


-            Married 

Nationality


-            Indian 

VISA STATUS:
Visa: Visit Visa
Status: Can Join Immediately [image: image2]
