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EDUCATION

Bachelors in Commerce,

H.R. College of Commerce & Economics,

Mumbai University

PROFESSIONAL DEVELOPMENT

· Diploma in Basic Fundamentals, NIIT
· Advance Diploma, Computer Station
· Diploma in E-Commerce, SSI Ltd.
TECHNICAL COMPETENCIES

· Operating System: Windows10/XP
· Packages: MS Office & Web Appl.
· Typing Speed: 60wpm.
SIGNATURE STRENGTHS

Operational Excellence

Admin& Procurement

Strategic Planning

Marketing

Generating Results

Profit Maximization

Customer Satisfaction
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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
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Dubai, UAE
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ProcurementHROperationsBus. DevelopmentAdministration
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PROFILE

A multi-faceted professional with 20+ years of progressive experience in the verticals of business development, HR & Admin, Operations and Procurement strategies along with expertise in increasing the market share, generating sustainable revenue gains, leading strategy development, business development and team management with success in maximizing the firm's profits. Proficient at performing a full range of varied complex, highly responsible administration, business support, marketing and high-end operational functions. Expert in managing multiple projects as well as supporting executive staff in various departments, clients/government authorities and vendors.

· Solid exposure in procurement and proven proficiency in attaining all possible synergies, highest quality of supplies at the lowest possible cost.
· Senior operations manager, able to oversee the effective and efficient operation of the firm, planning and directing office systems and developing an operating environment that promotes employee participation and productivity as well as promotes profitable business.
· Competent in managing the entire gamut of administration, people at any level of business with leadership qualities, conceptualizing & effectuating measures/modifications in operating procedures to improve operations, increase profitability, and enhance growth.
· Gratified: For repeatedly gaining recognition from both clients and colleagues for commitment, integrity, collaboration and execution.

WORKEXPERIENCE

Manager - Operations (Sept. 2021 - June 2022)

Exclusive Acrylic Middle East (Ind.) LLC. / Best Exclusive Technical Services, Dubai, U.A.E.

The company specializes in design, manufacture and installation of architectural features such as pool walls, sculptural features, specialist skylights, entrance canopies, fountain features and custom works of all kinds, exquisite unique balustrades, specialist furniture and accessory items. They are specialists in all kinds of Acrylic Fabrication Works.

Best Exclusive Technical Services is a technical and maintenance services company and is a subsidiary of Exclusive Acrylic Middle East Industries LLC. It caters to all type of civil works such as plumbing, carpentry, masonry, painting, electrical, gypsum, pool maintenance, etc.

Key Responsibilities:

· Supervise the Operations of the Maintenance Division in coordination with the entire team.
· Define policies and procedures for the entire division.
· Develop business through various channels like social media, emails, client visits.
· Handle client enquiries, study the scope of work & forward to the estimation team for preparation of quotations.
· Coordinate with various vendors / suppliers for prices of materials and procure quotations for estimation purpose.
· Perform Cost Benefit Analysis of materials.
· Coordinate with the sales and estimation team for all the quotations.
· Undertake site visits with the Engineering Team to analyze the project details.
· Co-ordination with the site engineers for preparation of work schedules / project execution timeline.
· Supervise the operations carried out at Site and ensure the execution is completed as per strict norms and deadlines.

PRO SKILLS

Organizational Skills

Strategic Management

Operational Excellence

Team Management

Cost Optimization

Decision Making

PERSONAL DETAILS

· Nationality : Indian
· Marital Status : Married
· Languages : English, Hindi, Marathi Gujarati, Basic Arabic

Operations/Marketing/Purchase/ HR &Admin (Jul 2018 – Oct 2020)

Capital Line Group of Companies– Dubai, UAE

The company is a leading Contracting Company in U.A.E. a reputation of handling large, complex and demanding construction projects (such as Multi-storey Commercial, Residential, Offices, Mosques, etc.)

Accomplishments:

· Handpicked to lead HR& operational activities, driving superior management and administrative excellence within high-volume environments that is aligned to the business strategy.
· Efficient organization, coordination and direction to all business operations to ensure their seamless execution in sync with strategic organizational goals, deadlines and budgets.

Playing a key role in strategic planning, implementing the strategic operational vision, preparing HR policies and implementing a cohesive recruitment process that successfully advanced hiring of quality talent with a focus on an employee-oriented environment that emphasizes empowerment, quality, productivity, efficiency & goal attainment.

· Characterized as a strategic enabler with recorded success in handling key projects through Ministry website registrations including the execution of a Cross Trade (Shipment) project.
Key Responsibilities:

· Serving as a part of the management team responsible for handling the entire gamut of operational activities in a cost-effective manner.
· Providing leadership, direction and oversight to the strategies including liaison with Private sector and Government Entities for project enhancement, concluding agreements and managing contracts and project resources to ensured desired margin, timely project completion and a higher level of goal attainment.
· Conducting site visits to ensure optimal resource utilization, superior logistical coordination and site deliveries in case of Contracting as well as Maintenance Projects.
· Offering the functional and operational management support for material procurement, lead vendor negotiations until final deal closure in favor of the company and submitted periodic reports to the management for review.
· Contributing market information and analysis to designing strategies that provide long-term benefits.
· Developing and implementing robust administrative systems; overseeing all facets of day-to-day general administration and HR initiatives including recruitment, selection, on boarding, training and management of administrative support staff.
· Ascertaining uniformity in hiring processes and alignment with organizational needs; facilitating orientation and induction training of new joiners.
Experience and Responsibilities as Procurement Manager has been highlighted as below:

· Performing all the procurement activities within the enterprise mainly including handling requisitions , purchase orders, contracts, vendor management and inventory and materials stock management.
· Managing all kinds of procurement activities for Government projects as well as Private entities.
· Responsible for negotiating contracts, drafting contracts to reflect negotiations and track all contracts by communicating with all vendors to ensure start and end of the same.
· Responsible for handling disputes, appeals and terminations of agreements.
· Working in close coordination with the Finance Head for ensuring timely receivables and payables.
· Responsible for verifying and approving procurement of all materials keeping in mind the financial position of the Company.
· Responsible for framing all policies for the Procurement Division and training all the staff to abide by the same.
· Coordinating with the CEO for all high end material requisitions and permissions as well taking decisions that would be profitable to the Organization.
Other Experiences:

· Jun 2013 – Jul 2018 : Recruitment Consultant, Pasha Management Services – Mumbai
· Aug 2012 – Jun 2013 : Executive Secretary / Purchase / HR & Admin, Silver International LLC - Oman
· Dec 2005 - Mar 2011 : Secretary/HR Officer, Hexagon Technologies – Mumbai
· Jun 2002 – Dec 2005 : Senior Associate, Ocwen Financial Solutions Pvt. Ltd. – Mumbai
· Jul 2001 – Jun 2002 : Front Office-in-Charge, Indo-European Credit Guarantee Co. Ltd. – Mumbai
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