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Rijesh 
Office Administration
Dubai, UAE.
E-mail: rijesh.381128@2freemail.com 
Profile Summary
A Top-performing Administrative/Procurement professional having 14 years of proven track record in customer service, record keeping, and general office management. Highly Proficient in providing support to executive, taking minutes, handling appointments and messages, and writing correspondences.  Possess strong background in MS Word, Excel, PowerPoint and Outlook. An expert communicator who is known for multitasking and completing of assigned tasks within the deadline. Presently looking for a challenging position in office administration/procurement with an exciting and ambitious company where can I utilize my skills and potential for the company.

Core Competencies
· Highly proficient in ERP & MS Office Applications
· Highly capable in leading the team
· Excellent verbal & written Communication skill. 

· Ability to deal with people diplomatically. 

· Willingness to learn and apply practically. 

· Can work under pressure and meet deadlines
· Demonstrating ability to create spreadsheets and presentations
Skills

· Good Communication & Interpersonal skills
· Extensive industry-specific knowledge regarding operations, policies and terminology
· Leadership Skills
· Analytical Skills

· Reporting Skills

· Organizing ability

· Ability to work under pressure 

· Team Player
· Adaptability 

IT  Skills    
· ERP         : JDEDWARDS, SAP IS RETAIL, SAP IS AUTO
· MS Office (Excel, MS word, Power point, etc), Microsoft SharePoint
Employment History
Administration Supervisor - Al Futtaim Auto Center (29 OCT 2012 – 17 APRIL 2018)   
 

     JOB Description
· Manage a team of administration/HR professionals to achieve operational objectives.
· Managed Customer service team to ensure high standard of service to exceed customer expectations.
· Provide and support to administration staff to perform their duties effectively.
· Monitor the transportation budget to ensure funds are properly utilized and implement 

Organizational objectives as dictated by management

· Providing guidance and coaching, trains all new incoming staff as well as provides any necessary additional training to current staff. These duties include processing new hire paperwork, orientation, and developing training programs that effectively implement all company policies and procedures.
· Assigning job duties to individual staff members and prioritizing workloads. Ensure that tasks are completed in an effective and timely manner.
· Supervise the monthly billing, staff scheduling and payroll processing activities.
· In order to ensure their team’s ongoing success, continually evaluate the staff members and provide feedback for improvement. Identifying areas of weakness, departmental inefficiencies and providing appropriate recommendations for resolving these issues. Ensure employees act in accordance with company policies and implement disciplinary action when necessary.
· Provide support to resolve any problems faced by the administration team.
· Guiding purchase team to ensure all the purchases is in line with the company policies/procedures.
· Assist with administrative tasks as needed. This include managing calendars, responding to email and phone messages, assisting with customer requests and questions, coordinating meetings, compiling meeting materials and documents, creating presentations, booking travel and providing executive staff with support as needed.
· Manage the staffing and supply needs for all departments.
· Negotiated with suppliers to get best price and benefitted to the company lot and monitoring purchase department
· Provide support in recruitment, evaluation and training of staff members.
· Evaluate current operations to identify and implement process improvements
· Provides training in regards to ISO standards procedures and policies to the team

· Conducting internal ISO audits and prepare audit report and discussing with higher management for improvements
· manage databases that detail transport activities, financial accountings, employee schedules and personnel records
Admin Co-coordinator- Al Jaber Heavy Lift & Transport LLC. (February 2007 to June 2012-  Abu Dhabi, United Arab Emirates
Job Description

· Independently manage and organize the efficient functioning of the Md’s office, coordinate and prioritize the daily and medium term activities; using sound personal judgment, filter and steer contacts and activities based on levels of priorities and urgencies; serve as front line person at the Md’s office welcoming internal and external visitors and handling of high level communication and correspondence with authorities and external parties.

· Manage and organize internal and external meetings; communicate and confirm attendees, confirm agenda, ensure meeting resources (e.g. meeting rooms, hand-outs, press packs, agenda, food, equipment, etc.), and organize travels. Ensure preparation and follow up for regular department meetings. Take minutes of the meetings where required, and distribute to attendees in a timely fashion following meetings.

· Efficiently process and manage all inbound and outbound data and information.

· Prepare correspondence, reports and presentations. Ensure accuracy of information, attention to detail, timely data collection, integration of information where applicable, appropriate use of business language, preparation and submission within required time lines. Ensure readiness of reports as required.

· Manage the department’s petty cash and stationery. Maintain records of expense claim documentation, invoices, etc. Maintain office supplies keeping stock record and ordering replenishments.

· Manage travel arrangements for MD, and senior managers as required, consultants, guests, etc., including assisting with securing visa.

· Prepare and update weekly and monthly management attendance schedule. Maintain administrative records for annual leave, duty travel and absence to ensure optimum staff levels are maintained. 

· Upload and edit department information on intranet. Ensure that all functionalities are displayed properly.

· Assist in department specific tasks (e.g. update and maintenance of records, IT systems, databases, etc.), functions and other special projects as required.

· Managing / recording incoming – outgoing mail/ Handle confidential faxes and other official correspondence using Microsoft SharePoint application.

· Purchasing of required spares parts for maintenance of equipment 

· Preparation of all purchase documentation through JD-Edwards system.

· Sea / Air / Overland Freight arrangement for the shipment of spare parts.

· Preparation of proper export documents (Shipping invoice, packing list, etc) in coordination with consignee for the overseas mobilization of spare parts.

· Negotiating with the suppliers to get the spare parts with good price and quality as well.

· Coordination with stores to ensure the receipt of ordered parts according to the local purchase order.

· Coordinating with accounts to process the payment against the Local purchase orders and ensure the payment release as per the agreed terms and conditions.

· Preparation of weekly/monthly reports and analysis on purchase and payments. 

· Perform day-to-day administrative tasks and providing total administrative support for the office.

· Backup all data into the company server.

· Handle confidential information and maintain security of executive’s records and files.

Golden Fork Group L.L.C, U.A.E 
Administrator (March 2003 to Sept 2006)

JOB Description
· Overall supervision and management of the files (hard and soft copies.

· Perform day-to-day administrative tasks and providing total administrative support for the office.

· Handle confidential information and maintain security of executive’s records and files.

· Organizing / scheduling appointments to Executives

· Arranging travel, hotel booking, meetings & appointments and keeping records.

· Procuring office consumables and stationary items.

· Preparation of Invoice, Sales Bill.

· Maintenance of office registers & Document controlling.

· Preparing weekly report.
Academic Qualifications
· Diploma in Electronics & Telecommunication Engineering (Board of Technical Education, Kerala)
· Pre –Degree in Science (Calicut University)

· SSLC
Personal Profile
Date of Birth

: 
31st May 1981
Gender

: 
Male
Marital Status
: 
Married

Nationality

: 
Indian
Languages

: 
Arabic, English, Hindi & Malayalam

Visa Status                : 
Employment
Driving License
: 
UAE Light vehicle
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