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BALAGOVINDAN 

E-mail: BALAGOVINDAN.44326@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283

CAREER OBJECTIVE

To obtain a position that allows me to utilize my managerial skills and abilities, in achieving the optimum organizational goal.

BRIEF OVERVIEW

· Aspiring to take challenges that job demands with utmost sincerity and dedication.
· Highly organized with an experience of more than 20 years, providing efficient and skillful support to Senior Executives.
· Possess excellent oral and written communication skills and pleasing interpersonal skills.
PROFESSIONAL EXPERIENCE

AFLAG COIL WLL (at present)

This is air-conditioner manufacturing company, established in 2012 in Kingdom of Bahrain, producing “HAWA” – brand air-conditioners.

Working as Administrator cum Sales Coordinator and reporting to Factory Manager.

Duties and responsibilities:

· Office Administration
· Preparation of quotation
· Invoicing and follow-up
· Local purchase order creation & follow-ups
· Sales and projects coordination
· Sales report preparation (weekly/monthly/yearly)
· Organizing and maintaining files and records of projects
· Preparing and editing correspondence, reports, and presentations
· Making travel arrangements for guests and GM
SOLGEN ENERGY PRIVATE LIMITED, THRISSUR, KERALA (October 2015 – June 2016)

This is Start-up Company engaged in solar power projects, initiated by Elite Group and Hykon Group, have presence in South India, Gujrat, Rajasthan and Delhi and growing in national level.

Worked as Deputy Manager (Sales – Administration) and reporting to Chairman and Managing Director.
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Duties and responsibilities:

· Office Administration
· Sales and projects coordination
· Supervision of tender work
· Sales report preparation (weekly/monthly/yearly)
· Organizing and maintaining files and records of projects
· Preparing and editing correspondence, reports and presentations
· Making travel arrangements for CMD and guest
· Coordinating ISO documentation
Job Profile: Deputy Manager – (Sales Administration)

BOBY CHEMMANUR INTERNATIONAL JEWELLERY GROUP, THRISSUR, KERALA (August 2013 to September 2015) as Overseas Project Coordinator-Secretary

This is one of the leading jewellery groups in India, having 30 show-rooms in India, Middle East, Malaysia, USA and expansion is in process to China & UK.

I am reporting to Chairman & Managing Director and assisting him for his overseas projects and coordinating various meetings with clients and HODs.

Duties and responsibilities:

· Overseas projects coordination for US, Malaysia, Saudi Arabia and Africa, which includes agreement finalisation with the help of Company Secretary and payment transfer in coordination with CFO.
· Coordinating with Ministries for new projects completion.
· Provided support to Chairman for his overseas visit.
· Resolved routine to complex issues.
· Organizing and maintaining files and records of overseas projects.
· Preparing and editing correspondence, reports, and presentations
· Making domestic and international travel arrangements for CMD
· Maintaining CMD’s diary
Major achievements:

I have coordinated with various private as well as government department to complete India’s first mobile jewellery shop project in India.

Job Profile:

Overseas Project Coordinator - Secretary

ELITE GROUP OF COMPANIES, PERINGANDOOR, THRISSUR, KERALA (May 2010 – July 2013)

This is one of the leading food industry groups in India, having six units in Kerala and one each in Tamil Nadu and Gujarat. New plant is under completion stage at Madhya Pradesh. Elite group is manufactures of Cakes, Breads, Rusk, Aatta, Sooji, Maida, Puttupodi, Idli & Dosa Mix, Payasam mix etc., supply in India, Middle East and USA.
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I am reporting to Chief Executive Officer, main job is to coordinate his day today work, like arranging meetings with clients, internal meetings with various departments/divisions, taking minutes, travel arrangements, follow-up of important pending task of Managing Director as well as CEO.

Duties and responsibilities:

1. Assisting CEO & MD for their daily schedules:

· Arrangement for teleconference/meeting with clients/consultants
· Arranging board meeting
· Taking notes of board meeting
· Arranging reviews of various units
· Collection of monthly reports and compilation
· Maintaining his office diary
· Scheduling meetings for international guests
2. Assisting Executive Board :

· Vendor development (new suppliers/dealers in domestic/international)
· Collection of quotes from suppliers (international & domestic)
· Project reports (if new project is on line)
Major achievements:

Complete project report submitted for milling unit at Botswana and project is initial stage. Complete project report submitted for cake unit at Bombay and project is final stage. This includes industrial plot search through various real estate and other agents, vastu approval, coordination with various machinery suppliers etc.

Project report submitted for cake unit at Delhi and project is under negotiation.

Coordinated for outsourcing bread, toast plant in TN & AP.

Developed international supplier for importing oats.

New product – Nutraceautical – coordinated with various agencies and product is ready for launch.

Job Profile: Executive Secretary to CEO & MD

DOORCARE (A DIVISION OF HASSAN E. BUKAMAL & SONS W.L.L.) Bahrain (June 2009 – April, 2010)

Well reputed group in Bahrain, as Sales Coordinator, reporting to Division Manager.

DoorCare is the brand name for Bukamal’s Ironmongery division, which is considered to be the leader of Architectural Ironmongery, based on the fact that it’s holding the largest number of projects references enabled by the most experienced sales and consultancy team within the Kingdom of Bahrain. The product range of DoorCare has been well developed to include security, steel and timber doors.

Duties and responsibilities:

1. Assisting Division Manager for his daily routine like:

· Arrangement for meeting with clients
· Arrangement for meeting with internal departments
· Maintaining his office diary
· Division Manager’s travel arrangements
· Taking Minutes of meeting
· Weekly sales report
· Monthly sales report
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2. Assisting Sales Team:

· Order placing to supplier
· Follow-up with supplier for timely delivery of material
· Keeping track with shipping / clearing agent for Foreign Purchase Order status
· Making Local Purchase order
· Tender document preparation
Job Profile:

Sales co-ordinator / Executive Secretary

Majeed & Mohammed Co. WLL, Bahrain (October 2008 – May 2009)

Suppliers of tiles and sanitary ware items, worked as HR & Purchase Incharge.

Duties and responsibilities:

1. HR role:

· Maintaining Staff Attendance & leave records
· Visa renewals of expatriate staff
· Salary & Over Time calculation
· Arrangement for meeting with internal departments
2. Purchase In-Charge:

· Placing order to overseas suppliers
· Monitoring timely delivery at projects/own shops
· Logistic : supervising material movement from supplier to client etc.
Job Profile:

Purchase Incharge.

Almoayyed Trading & Contracting (Almoayyed Intl. Group) - Bahrain (April, 2005 – September, 2008.)

Well reputed international group in Bahrain, as Executive Secretary – Sales Coordinator - Reporting to Divisional Manager.

This is an engineering company that supplies & installs environmental, safety & security systems. The company's diverse portfolio serves to provide essential integrated safety & security solutions for a broad market sector including banks, hotels, manufacturing industries, private sector clients & government bodies.

Duties and responsibilities:

1. Assisting Division Manager for his daily routine like:

· Arrangement for meeting with clients
· Arrangement for meeting with internal departments
· Maintaining Division Manager office diary
· Guest hotel & travel arrangements
· His own travel arrangements
· Taking Minutes of meeting
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2. Assisting Sales Team :

· Order booking
· Order placing to supplier
· Preparation of quotation
· Follow-up with supplier for timely delivery of material
· Follow-up with client for payment collection
· Keeping track with shipping / clearing agent for Foreign Purchase Order status
· Making Local Purchase order
· Weekly sales report
· Monthly sales report
· Tender document preparation
Job Profile:

Sales co-ordinator / Executive Secretary

Thyssen Krupp Industries India, Pune as Executive Secretary to Vice President (Estimation & Import/Export).

ThyssenKrupp Industries is a member of ThyssenKrupp Technologies, a group company of ThyssenKrupp AG of Germany.

Thyssenkrupp Industries India is one of the most trusted names in the fields of Sugar Plant & Machinery, Open Cast Mining & Bulk Material Handling Systems, Cement Plants & Machinery and Steam Generating Plants.

Duties and responsibilities:

· Secretarial work
· Coordination of meetings with clients
· Coordination with sectional heads for day to day follow up of papers and actions pending
· Taking notes of all the correspondence of the VP on various matters of the company and clients
· Making presentation slides on various projects (power-point)
· Coordinating his travel plans with all amenities like Air/Hotel/Car
· Maintaining VP’s diary
· Administration
· Travel arrangements for Sr. Executives and guests by air/rail/road
· Hotel arrangements for Sr. Executives and guests
· Handling of e-mail/internet with our HO (abroad)
· Timely disbursement of faxes and e-mails to internal departments
· Coordinating company car, scooter and drivers daily routine
· Maintaining logbook of company vehicles.
· Maintaining leave records of Sr. Executives.
Job Profile:

Executive Secretary (From Aug.1995 to Apr. 2005)
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Global Environmental Engg. Ltd. (Western Paques India Ltd.) Pune, as a Secretary to General Manager (Marketing)

GENL is manufacturing and supplying effluent treatment plant (ETP) for industries with joint venture of Western Paques.

My routine job is to co-ordinate with Branch Offices in sales and marketing related issues along with in office issues. To take down dictation, to fix-up appointment and all other secretarial functions etc.

Undergone training for ISO 9000 – keeping/filing documents in ISO standard format.

Job Profile:

Executive Secretary (From Jan.1994 to Jul.1995)

PEW (sister concern of SPARKONIX (INDIA) PVT. LTD.), Pimpri, as a Secretary to Managing Director. This is a small-scale industry hence I have done all in all work like maintaining books of accounts, day to day correspondence and travel arrangement of MD etc.

Job Profile:

Executive Secretary (From Jan.1991 to Dec.1993)
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QUALIFICATION (ACADEMIC)
:
BCom (Appreared)

Diploma in Office Automation.

Typewriting English (Higher) KGTE.

Shorthand speed: 80 wpm

PROFICIENCY

PERSONAL



Corporate Communication Acquired skill over Data Processing Applications like MS word, MS Excel, Power Point. etc. Good knowledge in Shorthand (speed 80 wpm).

Working knowledge in Oracle.

Competent in using E-mail packages/Fax/ Scanner etc.

Male, born on 24th April ’68, Married. Malayalam speaking, proficient in English, Hindi Marathi & Tamil.

PRESENT SALARY
BD 500 + accommodation

+ yearly ticket to home country

EXPECTED SALARY
Negotiable
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