Jerry 
Administrative Executive with UAE Experience
D.O.B.: 06-September-1986
Nationality: India
Mobile: C/o 0505891826
Email: jerry.379357@2freemail.com 
PROFILE

Detail-oriented Administrative Assistant, comfortable at multi-tasking, with more than 5 years’ experience in implementing administrative systems, social media roles and monitoring projects. Having worked in the UK, India and UAE has given me a global insight of the work culture. Determined to implement skills while providing diverse administrative support.
OBJECTIVE

I am looking for an opportunity to develop new skills while strengthening those I already possess. My main strengths are adaptability, dependability and the determination to get a job done. I also learn fast and make few mistakes.

PROFESSIONAL EXPERIENCE

Administrative Executive, Al Aasma Electro Mechanical Cont, Ajman UAE (Jan 2017 – Present)
Al Aasma Electro Mechanical Contracting is a company that undertakes Fabrication & MEP works in UAE with an annual turnover of AED 1 million
Role Details
Manage the administrative & payroll department.

Key Achievements
· Improved and organized invoice payment flow
· Streamlined documentation process in the company
Invigilator, The British University in Dubai (BUiD), Dubai UAE (Jun 2016 – Dec 2016)
BUiD is one of the prestigious universities in Dubai, UAE
Role Details
Invigilated exam for NEBOSH conducted at BUiD.
Key Achievements
· Ensure a calm environment and help to organize students at the start and end of each 
· Conducted the exam in compliance with the regulations of the examinations
Operations & Social Media Executive, GeoSpoc, Pune India (Jan 2015 – Mar 2016)
GeoSpoc is a private limited company based in Pune, India, that provides cutting edge GIS solutions. They have clients around the world and a steadily improving workforce.
Role Details

Managed the Operations & Social media department.

Key Achievements
· Successfully integrated new employees in to the office culture 
· Redesigned the company website 
· Improved social media presence of the company across various platforms

· Increased  social media traffic by 80% through creative and relevant social media posts

Project Manager, Nature Forever Society (NFS), Nasik India (Aug 2014 – Dec 2014)
NFS is a non-profit, non-governmental organization working for the conservation of house sparrows and other common flora and fauna since 2006.
Role Details

Managed the Common Bird Monitoring of India (CBMI) program.

Key Achievements
· Acquired new members for the program that constantly monitored common birds in their surroundings 

· Improved social media presence of CBMI program across various platforms

· Increased  social media traffic by 40% through creative and relevant social media posts

Customer Service Advisor, Convergys, Manchester UK (July 2012 – Feb 2014)
Convergys is major player in the contact centre industry.
Role Details

Handling calls and providing customer care in a B2B campaign for British Gas.

Key Achievements
· Started as a Customer Sales Advisor and then promoted to the role of Quality Analyst 
· Managed a team and effectively improved team performance
EDUCATION
University of Salford, Salford, Manchester United Kingdom
Master’s degree in GIS & Remote Sensing, December 2011
Bharati Vidyapeeth University, Pune, Maharashtra India
Master’s degree in Environment Science, July 2009
LANGUAGES

Malayalam – Mother tongue

English – Excellent reading, writing and speaking
Hindi – Excellent reading, writing and speaking
Marathi – Excellent reading, writing and speaking
SPECIALIZED SKILLS
· Programming Skills: ESRI Arc View 9.3 (GIS Software), ERDAS Imagine 8.7 (Image Processing), GNSS (differential correction of GPS), CanEye (Hemispherical Photographs)
· Advanced Knowledge of Microsoft Office
· Other Skills: Good interpersonal skills, analytical skills, time management and effective communication skills

OTHER ACHIEVEMENTS
· Participation certificate at University level in Football 2008, 2007 & 2009
· Participation certificate in workshop conducted by India Canada Environment Facility (ICEF) about Environment Education Learning
· Participation certificate in group project about Sustainable Development of the Urban Fringe of Pune, India, conducted in collaboration with Cologne University, Germany
OTHER INTERESTS

    Reading books, photography, playing and watching football
Personal Particulars

Visa Status:

Residence Visa 

Availability:

Immediate

Marital Status: 
Married
REFERENCES

(Provided upon request)

