AZISH 
Language Known:
English
Hindi
Tamil
Urdu
Malayalam
Arabic
Driving License Details:
Light vehicle(UAE) Till 2021
Personal Details:
DOB
28.09.1977
Sex
Male
Nationality
Indian
Marital Status   Married
Religion
Islam
Visa Status
Employment
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I will always try to contribute my skills for the development of the company. For that I will use my skills, qualities and make the path of success. I would converse my ideas and plans with my seniors. I will follow their suggestions and instructions. Ability to use strategic tools to economize huge funds in a cost efficient manner for smooth operational stability.
Key Skills
· Office Management. 
· Teambuilding & Supervision. 
· Staff Development & Training. 
· Implementing Policies & Procedures Manuals. 
· Preparing and Implementing KPI’S/SLA 
· Report & Document Preparation. 
· Spreadsheet & Database Creation. 
· Accounts Payable / Receivable. 
· Bookkeeping & Payroll. 
· Records Management. 
· Meeting & Event Planning. 
· Inventory Management. 
· Implementing new ideas to reduce cost. 
· Camp management, Operations, Budgeting, Maintenance 
Strengths
· Fluent in English 
· Excellent Telecommunication skills 
· Capable to work independently 
· Customer handling ability 
· Secretary / Administration Skills 
· Able to Take Challenging Jobs 
· Can work under stress 
· Time management 
· Good listener 
· Making things easy 
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April 2000
April 1998
Operating System
Enterprise Application
Software Packages

 Willing to work in pilot batch
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Career synopsis
· Skilled and dedicated Admin Manager with 7 years experience coordinating, Planning, and supporting daily operational and administrative function. 
· Proven track record of accurately completing research, reporting, information management and marketing support activities within demanding time frames. 
· Adept at developing and maintaining administrative process that reduces redundancy, improve accuracy and efficiency, and achieve organization objectives. 
· Highly focused and result oriented in supporting complex, deadline driven operations, able to identity goals and priorities and resolve issues in Initial stages. 
Educational Qualification
Master of Commerce
Bharathidasan University,
India.
Bachelor of Commerce
Madras University
India.
Certifications
ISO 9001:2008 Quality Management Systems Auditor/ Lead auditor Training. (IRCA Certified) Certification Number: ENR-00075975
British Standards Institution (BSI), India.
Six Sigma Green Belt Certification.
Certification Number: ENR-00074316
British Standards Institution (BSI),
India.
Technical Background:
Windows (8, 7 & XP)
Tally (4.5, 5.4, & 6.3)
MS office (Word, Excel, PowerPoint, Outlook, Visio)
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Dec 2008 to till date.

UAE Work Experience
Administration and ISO compliance manager (Procurement, Camp Management, Hospitality & Facility management, Operations)
enterprises,
Hospitality & Facility Management,
(18000 capacity camp with current man days of 15000) Abu Dhabi.
Responsibilities
· Procurement of materials and monitoring of local purchase. 
· Staff Recruitment and their performance Evaluation 
· Monitoring and coordinating with all other departments(Housekeeping, laundry, Catering, Maintenance, Accommodation) 
· Reporting to finance department 
· Monitoring accounts department 
· Negotiating with the vendors and suppliers 
· Handling and reviewing interdepartmental MIS,SLA, KPI, Budgeting (Fiscal year) & QCDMS for submission to top management. Procurement, supply chain and logistics. 
· Reducing the petty cash expenses by implementing new ideas. 
· Coordinating with HR department to hire persons from overseas or locally 
· Sending report for payroll process. 
· Implementing new ideas for staff welfare. 
· Supporting project team, Maintenance team. 
· Handling Cash Transaction in Local & Foreign Currencies. 
· Updating Income and Expenses statement. 
· Account Reconciliation. 
· Produced Final Account Statements. 
· Handling Remittances, Cheque collections, Deposits and Withdrawals of Cheque. 
· Contracts management 
· Handling petty cashes. 
· Stores management. 
· To handling up to Finalized the companies Accounts. 
· Dealing with government departments. 
· Studying drawings and supporting project team to meet out business needs. 
· Contract renewals tenancy, leasing civil defense etc. 
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 Oct 2001 to Jan 2003
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 March 2003 to August 2005
· 
Dealing with legal litigations,Zonescorp. 
· Over all In charge of Transportation 
· License renewal for vehicles, Trade, Commercial etc. 
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Badging officer & Accommodation In-Charge Nakheel PCFC Camp
Palm Jumeirah (10,000 Man-days camp)
Al Omran accommodation (5,000Mandays camp) Dubai world,
Dubai.
Responsibilities
· Providing first class accommodation for staff (16000 operatives) with a new standard of accommodation & become one of the leading Temporary camp facilities in Dubai. 
· Administer the daily affairs of camp and camp occupants consisting of various nationalities. 
· Inducting the new arrivals regarding the rules and regulations of the camp& safety. 
· Implement the company policies and procedure and explained all notices to the resident, assist in the resolution of personal issues and problems relating to the camp; governing the camp firmly and fairly. 
· Maintain camp discipline and peaceful and friendly atmosphere, Oversee maintenance (job order), cleanliness safety security of the camp. 
· Supervise the utilities are used as efficiently as possible and maintain wastage to a minimum. 
· Manage the transportation for the staff as per the established transportation schedule to the nearest main city and back to the camp. Provide emergency transportation for taking patients to hospital, 
· Departures/arrivals to and from the airport etc. 
· Liaise with Personnel and Finance department during vacation/departure of the employee etc. 
India Work Experience
Accountant
Fortune Communication,
Madurai, India.
Accountant cum Marketing Executive
Welcool Engineering Works,
Madurai, India
Accountant
H.S.P. Industries,
Coimbatore, India.
Declaration
I declare that all in information is true best of my knowledge and belief. I assure to prove my credential strictly adhering to the policies of the company.
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