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	Name:

Johny
	


Objectives:
Seeking an administrative position with a professionally managed organisation offering challenging job and growth opportunities and to be an asset for any company with the possession of a proven track record of achievements, dedication and efficiency.
Fields of expertise:
· Coordination of office as well as site activities.
· Arrange interviews for managerial level candidates with top management.

· Official correspondence and document controlling by EDMS. 
· Preparation of Tenders and technical submissions.
· Payroll and Material Requisition by using Ezware software. 
· Coordination of Safety Training for employees.
· Conduct meetings with sub-contractors and set priorities for site work. 

· Power Point presentation of Weekly/Monthly work progress. 

· Hotel booking, travel and transport arrangement.

· Local purchase and petty cash handling.

Professional Experience:
2009 – Present:
LLC, contractors for Electrical & Civil works.
Position:

Administrator
Responsibilities:
Reporting to the Chairman on important issues daily, arrange meetings with top level managers, arrange interviews for managerial level recruitments, keeping e-dairy for daily appointments and set reminder. Hotel booking and travel arrangements to the Chairman. Responsibilities include official correspondence, distribution of mails/faxes to different departments for valuation of tenders, execution of projects till handing-over, through Document Management Software. Prepare Material Requests and update Payroll using Ezware Software. 
2005 – 2008:

Trident International Holdings, Developers of luxurious high-rise towers, 



JAFZA, Dubai - (Projects managed by PB).

Position held: 

Project Secretary.

Responsibilities:
Co-ordination with consultant, main contractor, sub contractors and suppliers. Monitoring progress of work in accordance with the approved Construction Programme. Follow-up of decisions and agreements made in the Site Progress Meetings. Set reminders and report to the Project Manager any relevant matters pertaining to the site. Update management on daily site activities. 

2000 – 2005:

Bond Communications (ELV System Integrators), Dubai.

Position held: 

Coordinator.

Responsibilities:
Co-ordination of office as well as site activities. Tender preparation by coordinating different Business Unit Heads, coordinate with Purchase Department for pricing and with management for overhead cost, profit margin, etc.

1996 – 2000:

Kier (Dubai) LLC, Civil construction company, Dubai.

Position held:

Site Secretary.

Responsibilities:
Co-ordination of site activities, allocation of material, labour and plant to the site, material order, technical submittal, self-correspondence, transportation, local purchase and all other office procedures.

1993 – 1996:

Katib & Alami, Consulting Engineers, Dubai.

Position held:

Secretary.

Responsibilities:
Official correspondence, Document management by ISO approved filing system, prepare Weekly / Monthly Progress Report for Dubai Municipality, co-ordinate site inspection activities and all other office procedures.

	Education:
· Master’s Degree in Economics from University of Calicut, India.

· Certificate in Entrepreneurship Development from Centre for Management Development, India.

· Certificates in Computer Applications.


	Computer Literacy:
· Document Management Software:  O-Text, PB Share, LEDMS, etc.

· Operating System:  Windows, DOS & LAN.

· Application Utilities:  MS Office, EZware ERP System, TES, etc.

· Design Software:  Autocad, Adobe Photoshop, etc.


	Personal Details:
Date of Birth:  10 April 1966
Nationality:  Indian

Marital Status:  Married
	Languages: English, Hindi & Malayalam
Driving license:  For light duty vehicles since 1996.
Visa Status:  Employment
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