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AREAS OF INTEREST
FACILITY OPERATION COORDINATOR

Key responsibilities and duties
· Working in Facilities Management Technical Services Section & Estate Service section with Computerised facilities maintenance management system 
· Maintaining around 300 royal facilities, administrative support to office and logistics operations. 
· Facilities operation co-ordination with in-house team and out-sourced team for various works etc. 
· Co-ordinating with maintenance team and arranging plants and equipments as per site requirement, 
· Supervision, monitoring, arrangements and management of tanker operations for various projects & facilities. 
· Preparing charts & graphs, PPM schedules in excel spread sheets, presentations in Power Point. 
Typing and tracking records, project details, employee’s time keeping job, data base management. 
· Excellent working knowledge in MS Office packages and Windows based applications. Working with CAFM’s FSI, SAP soft wares etc. 
· Invoice tracking, follow-up, coordination etc., 

Experience
2005 – Till date (: (Facilities Operation Co-ordinator), Dubai, UAE.
Duties and responsibilities:
Presently working as Facilities Operation Coordinator
· Facilities operation co-ordination with in-house team and out-sourced team for various works etc.3 years experience in call centre for supervision and management of facility maintenance operation. 
· Experience in CAFM’s FSI software operations, SAP operations, preparation of PPM schedules, reports etc., 
· Co-ordinating with maintenance team and arranging plants and equipments as per site requirement, Coordinating Transport department for arranging equipments/ plants. 
· Administrative support to office and logistic operation, supervision of call centre etc., 
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1997 – 2005  : (Technical Clerk), Engineer’s Office, Dubai, UAE.
Duties and responsibilities:
· Working with construction department maintenance section., maintaining around 300 royal facilities, administrative support to office & logistics operations, 
· Document management and controlling. Maintenance complaint booking, reporting on priority basis, administrative support, report preparation updating database, preparing charts, graphs & schedules. 
· Excellent working knowledge in excel spreadsheets, Preparation of technical report, document controlling, time keeping of staff for payroll purpose. 
Red Robin Exports & Industries Ltd, Bombay , Nov 1995 – Dec 1996
Duties and responsibilities:
· Preparing Invoices, Bill Of Entries, typing letters, memos, updating schedules, operations of application software and utility packages. 
· Making reports, statements on spread sheets, Data entry, inventory control, programming in database systems. 
· General Office administration duties. 
Hindustan Lever Ltd, Bombay – Dec 1993 – Oct 1995
Duties & responsibilities
· Worked in payroll dept. with Assistant Managers, updating computerised payroll systems, keeping database records, backing up files etc., 
· Programming in database management systems. 

IT Qualification Summary
· Excellent Computer Knowledge of Information Technology related fields. 
· Absolute interest in technology and technology related fields. 
· Expertise in computer operating systems and computer components. 
· Skilled at communicating technical and non-technical aspects. 
· Excellent working knowledge in Ms-office packages. 
· Operating Systems:- MS Windows XP, Windows 7, Ms-Dos 
· Data base software packages:- FoxPro, dBase III plus. 
· Applications Software:- MS Office (MS Excel, Word, Access & Power Point etc.) MS Outlook 
· ERP: – SAP, FSI 
· Networks – Internet, Intranet, E-mail & LAN 

Educational Qualifications
BA from Kerala University, India in 1990
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Professional Qualifications
Diploma in Computer form Compu-Tech, Madras in 1986 (Programming in BASIC, COBOL) IBM & APPLE Compatible practical course from J.J Institute of Computers, Kerala in 1987.
Post Graduate Diploma in Computer Applications from Computer Standards Institute, Kerala in 1993. (Ms-Dos, Advanced BASIC, Dbase III+, FoxPro, Lotus 1-2-3 & Ms-Office)
Additional Qualifications
Diploma in Telex & Telephone operation (PBX & PMBX)
Typewriting (speed 50 w.p.m)

Personal Details
· Excellent English verbal and written communications skills. 
· Excellent interpersonal skills, ability to work well with others as a team 
· Excellent English verbal and written communications skills 
· Strong organizational skills. 
· Ability to develop internal and external professional relationships. 
	Date of Birth
	:
	25.05.1966

	Nationality
	:
	Indian

	Martial Status
	:
	Married

	Issued From & Date
	:
	Dubai on 27.00.2011

	Expiry Date
	:
	26.09.2021

	Languages known
	:
	Fluent in English, Hindi & Malayalam.

	Visa Status
	:
	Residence
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