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RESUME

Selvam, 
Admin Officer cum Coordinator
Email: selvam.381906@2freemail.com 
5 + Yrs. Experience in the Admin Officer cum Coordinator.

Objective:

This is to bring your kind consideration that I’ll be very much pleased to have an opening in your esteemed organization; for the above mentioned post. I posses a similar background which qualifies me to apply for the above mentioned post. If a chance is given to me, I assure you that I’ll do my best to satisfy my superiors. Am enclosing here with my CV for your kind consideration to prove my abilities.


Academic Qualification:

Diploma in Civil Engineer (3-year course, 2006-2008)-Thanthai Rover Institute of Polytechnic College Perambalur, Tamilnadu, India.

SSLC: Government High School, Veppur, Tamilnadu, India.

Technical Skills: 


Software: Windows98, MS2000 to 2013, AutoCAD 2007, Auto Cad 2008, Auto Cad 2014,         

      Auto Cad 2015, Adobe Photoshop & Revit Architecture.


Auto Cad: - Cad Centre Training Services, Perambalur, Tamilnadu, India

Revit Architecture: - Sites Power Training Services, Dubai, UAE.
Work Experience:
Employed in Dubai for December 2013 to till date (5+ years)

Organization

:
Berkeley Services UAE LLC

Nature of Work
: 
Admin Officer cum Coordinator.


Period


:
December 2013 to till Date


Job Description:

· Follow office workflow procedures to ensure maximum efficiency as per company standard.

· Monitor office expenditures and handle all office contracts (rent, service etc.) coordinating with accounts on vendor invoice, LPO, quotation.

· Perform basic bookkeeping activities and update the accounting system follow.

· Deal with customer complaints or issues, sending report as per the customer and Manager Approval.

· Monitor division office supplies inventory and place orders

· Assist in vendor relationship management by supplier registration.

· Petty cash encoding.

· ERP encoding installation.
· Procurement arrangement.
· Follow up system of MR from HOD / SOD / DF / MD.

· Maintain files and records with effective filing systems

· Support other teams with various administrative tasks (redirecting calls, disseminating correspondence, scheduling meetings etc.)


Employed in Brunei (for 3 + years) 2010-2013:

Organization 
 
: 
Hua Ho department store, Brunei.

Position        
 
: 
Inventory & Data Entry Operator.  


Period          

: 
From 2010 to 2013
Job Description:

· Goods received followed by the invoice.

· Goods transfer to other branches.

· Goods return to the suppliers for the damaged items and expired items.

· Goods damage [Damaged items for our own purchase]

· Making new internals for each item [for selling]

· Checking cost price and selling price.

· Doing stock check for every month.

· Printing stock balance when the supervisor required.

· Making purchase orders for the local suppliers.

· Doing the Daily sales report to the Managing director.

· Communicate With branches for re-orders, out of stocks issue, price and barcode Discrepancies and recommended markdown or return of non-moving SKU.
Employed in India for 1 years


Organization

:
Larsen and Toubro (L & T) LTD 


Nature of Work
: 
Civil Site Supervisor.


Period


:
August 2008 to July 2009

Job Description:

· Site inspection for civil works, which includes structural & finishing works and

· ensure that the work is as per the Project Specifications and issued for construction 

· Drawing/ final approved drawings from authorities. 

· Ensure that all the works meets the stipulated quality standards. 

· Issuing site instructions against violations at site.

· Issuing Non-Complains Report (NCR) against defect works and their follow up. 

· Monitor the progress of work with respect to the Master Program. 

· Contractor’s submittals reviewing viz, Sub-contractor’s prequalification documents, 

· Material submittals, method statements, technical documents, shop drawings, etc... 

· Frequent Safety inspection & issue site instructions against violations 

· Tender offer analysis

· Monthly payment invoice review.

Strengths: 


Excellent Communication Skills.


Positive Mental Attitude.


Blends well into a team.


Willing to explore new ideas and to learn new technologies. 


Personal Profile:  


Date of Birth

: 17-02-1989


Marital Status 

: Married.

Nationality 
 
: Indian.

Languages known
: English, Tamil, Malayalam, Malay & Hindi.  


 Passport Details:

Place of issue

: Trichy, Tamil Nadu


Visa Status

: Residence.


Expecting a favorable response and looking forward for an opportunity to meet you.

Thanking you in anticipation, I remain


Yours faithfully,[image: image2.jpg]
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