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Results driven Operational management Leader with demonstrated success driving and maintaining revenue at sustainable levels while also focusing on cost management
10+ years of knowledge in Property Management, Rental, Lease Tenant Services, Administration, Facilities Management, Building Maintenance Management, Security Management, Building Materials & Procurement, Logistics, Supply Chain, Housekeeping, Rental Disputes, Authority Approvals, Legal,  Rent Collection, Recovery 
Rich experience in Administering and Directing Project Management, Property Management, Facilities Management, Housekeeping, Waste Management
Capably handled  executive staff accommodations of 5, 23 labor camps in Dubai, Sharjah & Saja industrial areas, 13 Residential buildings, 11 villas in Dubai
A high level of personal responsibility, honesty, and empathy
CAREER CONTOUR 

Manager Community / Owners Association / Administration
Saba Real Estate, Saba Group- Kerala –May 2022 – March 2023 
Key Responsibilities /Accountabilities

Prepare annual service charge budgets

Dispatch invoices and follow up on regular basis

Manage facilities management, operations, and administration of community associations related matters

Improve community association set guidelines and regulations

Prioritize and facilitate resolution of maintenance and other community association related enquiries within the set period and established guidelines

Enforce rules and regulations specified by various authorities

Prepare monthly and quarterly reports

Liaise with sub-developers and local authorities for association related matters

Manage relationships with unit owners and association board members

Follow up on collections and provide reports to management on monthly basis

Conduct quarterly and annual reconciliation of collected and outstanding accounts
Implement Constitution of Co-Owners Association, Rules of Use, and other related documents

Prepare community association related notices and events

Tenant Services & Admin Manager, Real Estate Management Services  LLC, Dubai, 2015 - 2020
Sr. Tenant Coordinator, Cosmos Real Estate Broker, Dubai, 2013 - 2015
Key Responsibilities /Accountabilities

Manage and lead all operational activities including  strategy planning and development, budget forecast in order to maximize rental and minimize vacancy loss
Assisting the Management in developing tenant and customer focused strategies through monitoring customer, tenant and asset feedback. Develop and execute programs that not only delivers significant revenues to the property’s bottom line, but increases the guest experience. Conducting presentations and property visits for prospective tenants in order to promote company’s properties as a unique  destination.
Ensure that all tenant’s complaints, issues, and operational challenges are addressed regularly.

Monitor and measure tenant compliance to specified standards to ensure their operations are within guidelines of their signed lease agreement and regulations such as HSE / Fire safety etc.

Inspect each unit as per the approved schedule - Ensure all properties including Specialty Leasing are managing the premises and maintaining  in good working condition.Ensure that the tenants comply with Dubai Municipality regulations as well as with Property lease and retail asset policies and procedures at all times such as housekeeping, cleanliness, safety and security, etc.

Conduct tenant orientation meetings for the entire property, covering emergency procedures, communication systems and other security procedures relating to the tenants.

Responsible for property inspection with regards to MEP related to shop fit-out including External and Internal signage installation, Renovation, on boarding, and move out.

Responsible for Preparation / Renewal of the Tenancy Agreement and payment schedule for the new tenant.

Resolve tenant issues arising within the common areas in coordination with the community management team.

Coordinate with finance department on rental payment, penalties, and financial related matters

Maintain accurate and up to date records for all tenants, which may be reviewed at any time by propertymanagement /external auditors and/or Government entities such as Dubai Municipality, Civil Defense etc.

Collect compliance documents (Insurances, Pest Control and Maintenance contract, AMC, License for all tenants, and Grease Trap, Kitchen hood/ecology unit contract and report and LPG contracts for F&B units)

Responsible for managing the asset maintenance services in properties held by Company in Dubai & Sharjah. Reporting directly to Operations Head.
Conducting meetings and following up on critical issues to facilitate timely action.
Devise and present FM strategy framework and ensure the approved strategy is implemented

Leading, supervising & evaluating Teams including coordinators, supervisors, technicians, housekeeping staff & security guards. 
General Management: Vendor Management, Contract Management, Capital Expenditures, Inventory Control, Purchasing, Staff Development and Management/Contractor Relations, Technical Management: HVAC, Mechanical, Electrical, Plumbing and Building Management. Identify, communicate, and resolve concerns with on-site contacts 
Oversee staffs that install, inspect, repairs, and maintain building systems, including mechanical, electrical, plumbing, HVAC, safety, and waste management. 
Schedule and ensures completion of preventative maintenance. Maintains a safe and effective working environment 
Develop clear understanding with service providers in terms of contract service level agreements, quality of personnel, availability of resources and weekly reporting formats. 
Understand all Company policies, seek clarification when needed, and support the policies by modeling them and explaining them to all employees 
Maintain a positive working relationship with supervisors, customers, and other staff to appropriately resolve problems 
Ability to work independently both in performing and in identifying appropriate work often with little direct supervision.Supervises and coordinates with third party service providers
Facilitate the coordination between tenants and property management team for move-in and move out process.

Property Lease / Rental Executive E Suliman Real Estate – Dubai, 2011 - 2013
Key Responsibilities / Accountabilities

Prepare daily action plan and set regular targets

Developing strategies to increase the rental and Lease turnover. Identify product improvements or new by remaining current on industry trends, market activities, and competitors.

Handle lease, rental inquiries from clients offer them property consultancy services

Promote  properties through multiple channels, open houses, andaccurate listings on property portals. Investigating any building complaints and rental violations
Facilitate negotiations between tenant and landlordProspect for new clients and contacts on a daily basis and build a database and pipeline of deals. Show properties to potential clients

Advertising and promoting available properties and apartments and conducting property tours as part of marketing activities. Managing occupancy levels with listing agents
Property Coordinator / HR & Admin Executive: Aswad Urban Development Real Estate, Jeddah KSA – 2008 – 2010
Key Responsibilities / Accountabilities

Property Rental, Maintenance & Housekeeping co ordinations
Day to day office Administration and HR activity co ordinations
Professional Traits:
· Multi tasking, Analytical, strong judgment, problem solving, convincing, crisis management and leadership skills in maintaining continuous alignment of project scope with business goals
· Sustain a positive work environment that fosters team performance with strong communication and relationship management, project management skills

· Capability to work collaboratively within a team environment and cross customer teams and deliver to aggressive timelines
Linguistic Abilities:

   English | Arabic | Hindi | Malayalam 
[image: image2.jpg]xGunbseeker,com

WhatsApp WhatsApp
+971504753686 +919979971283
ANUP P BHATIA feedback@arabianjobseeker.com  feedback@gulfjobseeker.com

HR CONSULTANT

UAE: Off No 568 Abdullah Kambir Business Center Abu Baker Siddique Metro Station Dubai
INDIA: Office No 203, Balaji Heights, Chimanlal Girdhardas Road, Ahmedabad, Gujarat

Manpower Recruitment (Professionals + Labors) | Remote Workers | Job Advertisement
Job Search Assistance | CV Writing - Distribution | Visa Service | Certificate Attestation



[image: image3.jpg]Manpower Sourcing - Recruitment Services

P India ’ Philippine
Pakistan - Ethiopia
B Nepal —— Egypt

- SriLanka W |ndonesia

- Bangladesh . l Mexico

Providing Professional Services to Employers since year 2002

Authorised Foreign Representative of Licensed Manpower Agencies
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