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ATHANU 
C/o-Contact: +971-505891826

Email: athanu.379079@2freemail.com 
Visa: UAE Visit Visa                                                                                                                 

PROJECT COORDINATOR
Offering 7+ years of experience; seeking challenging assignment across the industry

SUMMARY OF SKILLS
· Competent and result oriented professional with cross-functional experience acquired over the years with reputed business establishments, specialized skills in Administration, Operations, Human Resource Management, Business Development, Facilities Planning, Office Management, Project Management, Cost Control, Documentation, Customer Relationship Management, Inventory Management, Liaison & Coordination and People Management. 
· Well versed in project planning and coordination, good strengths in striking perfect coordination with all stakeholders – company, team and client to catalyze work performance and ensure project execution within defined cost/ time parameters. 
· Proficient in managing business development operations and implementing strategies towards enhancing business volumes and growth while analyzing & assessing revenue potential in new business opportunities.
· Expertise in improving the operational systems, office administration & HR functions, processes and policies in support of organizations mission, specifically, supporting better management reporting, information flow and management, business process and coordination.
· Well versed in handling the administrative functions of the organization; conceptualizing and implementing strategies for streamline the operations and providing effective administrative support.
· Solutions oriented approach with excellent relationship management skills administrative, successfully and consistently delivering the responsibilities of day to day Operations, Business Strategy, Office Administration / Management, Facility Management, Cross Functional Coordination and Resource Optimization.
· Possess invaluable experience in interfacing with diversified and global client base, cross functional & cross geographical teams, multicultural people, languages and varied culture & customers. 
· Possess well developed communication, coordination and problem solving skills with the ability to make an effective contribution to the performance of a team with good leadership and motivating capabilities.
Core Competencies

Executive Administration                  Operations Support
            Facility Management                            Problem Solving Skills

Project Management                         Office Management
            Maintenance Management                 Conflict Resolution

Human Resource Management       Relationship Management             Deadline Oriented                                 Team Management 

Staff Leadership/ Motivation           Learning & Development
            Reporting/ Documentation                 Analytical Skills

PROFESSIONAL EXPERIENCE
PROJECT COORDINATOR | TAMIMI GLOBAL COMPANY LIMITED, SAUDI ARABIA                                                         NOV’13 – DEC’2017
· Managing administrative matters and ensuring proper implementation of administrative policies. Implementing systems, plans, processes and procedures to facilitate smooth functioning of overall operations and enhance operational efficiency.
· Directing project development from beginning to end. Defining project scope, goals and deliverables that supporting business goals in collaboration with senior management.

· Ensuring the day to day activities related to administration, human resource, finances and accounts are maintained without errors.
· Managing & facilitating the smooth running of projects by organizing and supervising the administrative activities. Coordinating with multi-disciplinary teams to ensure project operations & systems are efficient.
· Supervising the work of support staff and monitoring their work load and performance. Responsible for petty cash, purchase orders & chasing outstanding accounts

· Responsible for project budgeting, monitoring & controlling along with managing inventory & taking care of discrepancies. 

· Identifying and rectifying problems to ensure smooth project operations and recommending need based modifications to enhance operational efficiency.

· Providing Administration and Infrastructure/ Facilities management support to ensure hassle-free project execution.
· Responsible for developing, motivating and educating the staff members on various operational matters and guided them towards successful outcomes and attainment of business objectives. 

· Communicating with supervisors, peers or subordinate, establishing and maintaining interpersonal relationships. Involved in organizing, planning and prioritizing work also developing specific goals and plans.
· Adept at handling inter/intra departmental co-ordination to ensure smooth operations at all times and maintaining proper decorum & discipline by implementing policies & procedures. 
· Collaborating with cross-functional teams to analyse the requirements and providing direction to the teams for accomplishment of the business goals
SALES OFFICER | HDB FINANCIAL SERVICES LIMITED, INDIA                                                                                                     JAN’13 – JUL’13  
· Developed a competitive business development and sales strategy, created new opportunities, identified dynamic and flexible solutions and managing account activity.

· Explored new business opportunities through systematic prospecting to generate business enquiries.

· Planned and conceptualized various strategies to achieve business goals of the branch towards the growth in business volumes as well as profitability.
· Provided personalized approach in handling clients to secure their loyalty and to build long term relationship.
· Determined training needs and identifying process gaps. Conducted programs to enhance operational efficiency of the team.
FINANCIAL CONSULTANT |HDFC LIFE, INDIA                                                                                                                             NOV’10 – NOV’12        
· Responsible for advising, marketing & selling Personalized Life & health insurance products to clients.
· Avail client information and use it for cross selling other products.
· Handout required information and answer customer queries along with maintaining accurate customer data.

EDUCATIONAL CREDENTIALS
MBA (Operations & Human Resource management), 2014
National Institute of Business Management

Bachelor of Science in Computer Science, 2012

Kristu Jyoti College of Management and Technology

XII, 2009
IHRD Technical Higher Secondary School 
Technical Skills 
C, C++, MS Office (Excel, Word & Power point), Photoshop, Microsoft Windows and Internet Application
Certifications
· Microsoft Certified Professional from Logic Software Solutions

· Computer Hardware Maintenance from Logic Software Solutions 

· Computer Professional in Web Development from APTECH


Date of Birth: 18th May, 1990
Nationality: Indian

Languages Known: English, Hindi, Malayalam, Tamil and Arabic
Driving License: Saudi Arabia and Indian 
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