Gulfjobseeker CV No: 59040
To interview this candidate call 971505905010

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
	[image: image1.jpg]



Personal Data

Sex
: Male

Nationality
: Indian
DOB              : 10th April 1975
Marital Status
: Married

Visa status
: Visit Visa

Languages
: English, Hindi,         

                        Malayalam & Tamil                     

Areas Of Interests
Professional
: Banking, Admin 

                        & Operations              

                        Management.  

Hobbies
: Music, Art,            

                        Photography   


	Background.

Over 14 Years Experience in field of Banking, Finance, Administration and Operations management in India and UAE. In Banking, I have over 4 years experience in Retail Banking Division as credit analyst/processor and having thorough knowledge in credit evaluation and security documentation. In Admin & Operations management, I have been involving in all higher management meetings like organizations strategy planning, budgeting, manpower, business development, Cost control etc. Also, involved in procurement, product presentation to client (local and international), periodical MIS report to management etc.

Achievements.

· Service Excellency Award from Abu Dhabi Commercial Bank for best customer service by processing retail product with in TAT

· Employee of the Month Award from Crystal Gallery LLC for achieving dept goals

· Service Excellence Award from Crystal Gallery LLC

Education.

1995–1998: Bachelors Degree in Commerce from 

                     Calicut University, Kerala, India

1998–1999: Post Graduate Diploma in Computer 

                     Applications, IHRD, Kerala, India

Assets.

· Good analytical and quality decision skills.
· Easy communication with higher level management
· Aptitude for the Business development and achieving the dept goals.
· Aptitude to prepare MIS Reports, MIS Analysis, MIS Charts and capable to do research & compile information together from a variety of sources
· Excellent oral and written communication skills, as well as, exceptional interpersonal skills and can do self-correspondence.
· Strong skills in Management and Leaderships, prioritizing the tasks and meets deadlines.

· Extensive knowledge and ability with Advanced Excel (include Pivot Table, Macros, V lookup functions etc), PowerPoint and Word skills 


	Work Experience ( 3 years)   

Organization
:
Products Company Pvt Ltd, Coimbatore, India

Designation
:
 Admin and Operations In Charge
Company Info
:
Eva Metal Products Company Pvt Ltd is a subsidiary of Inventure Metal Products Industries LLC, Dubai. Established in India in the year of 2010. They are in to the business of Structural Glazing, Facade system, Aluminium and Steel Structural fabrication. website - www.empcoinida.com
Duration
:
Jan 2011 on wards

  Job Profile:

· Managing Admin and Operations Dept

· Organizing corporate meeting

· Developing business relations and business and achieve the targets

· Analysing and making the business strategy

· Procurement of materials locally as well globally by analysing the cost factor

· Managing and recruiting the manpower and giving training to the staff
· Financial statements and accounts

· Administration activities

· Human Resource management

· Planning and Budgeting

· Feed back to the management

Work Experience (5 years)   

Organization
:
Abu Dhabi Commercial Bank, UAE

Designation
:
Credit Analyst
Company Info
:
ADCB is one of the leading and fast growing local banks of UAE. ADCB has more than 40 branches in UAE and HO is in Abu Dhabi. Website – www.adcb.com
Duration
:
Aug 2006 to Oct 2010 

  Job Profile:

· Managing and processing the high volume of applications.
· Managing and training the staff. 

· Evaluating and Analyzing Credit cards/applications according to the guidelines of the retail product policy within the given time frame.

· Recommending approval for credit worthy customers after thorough analysis.

· Proactively identify potential frauds in the application.

· Performing audit controls in various levels of process to ensure to meet the quality.
· Ensure acceptable work quality with zero errors.

· Preparing the consolidated weekly/monthly MIS and Reports

· Provide Training and share the knowledge to the new members 

· Ensuring that applications are processed with in the TAT (Turn Around Time)

· General Correspondence to various depts.

· Making recommendations on policy/process improvements with a view to improve efficiency.

Work Experience ( 4 years)   

Company
:
Crystal Gallery L L C, Dubai, UAE

Designation
:
Admin & Operations Officer

Company Info
:
The makers of Exquisite Genuine Handcrafted Crystal ware, Awards, Trophies and Gifts, & the pioneer in the Middle East and first Crystal Company to achieve the ISO 9001: 2001 accreditation for the business. It has more than 16 outlets in local and International levels and having clientele all around the world. 

Duration
:
March 2002 to Dec 2005

Job Profile
:
As Admin & logistics Officer

· Effective Management of Office Administration 

· Correspondence – purchase, marketing, finance and management.

· Handling Day to Day Administration Jobs

· Procurement of materials, negotiation - Local and International.

· Issue of purchase orders and processing.

· Goods receipt and issues and quality inspection

· Preparing Quotation, Invoice and Delivery orders

· Preparing Documents for Export and Import through courier, air cargo and sea cargo.

· Coordinating exhibitions.

· Develop, maintain and enhance long-term relations with Franchise as well as with clients.

· Credit control and follow-up of payments, regular follow-ups with all clients via telephone, fax and e-mail, ensuring delivery of products and providing excellent customer service.
· Preparing MIS reports of Sales performance for Management review.
Work Experience ( 2 years)   

Company
:
Manikgarh Cement (A Div of B K Birla Group 



Company), Mumbai, India

Designation
:
Administration Co-ordinator/Secretary

Company Info
:
A Leading Cement Manufacturing Company under the Management of BK Birla Group.  More than 50 employees are working in HQ and more than 1000 employees are working in their plant situated in Gadchandur, Gujarat. Their leading brands are Birla Gold Cement, Birla Super and Manikhargh Cement.

Duration
:
June 2000 to March 2002

Job Profile:

· Over all supervision in the Administration.

· Handling Daily administration Jobs

· Self Correspondence and General Correspondence with the Distributors all over India

· Preparing proposal and agreements for the advertisement

· Coordinating the advertisement program with various agencies

· Arranging the advertisement in Medias, Hoardings, Glow signs etc.

· Keep track of the bills receivable

· Coordinating Sales promotions schemes.


I certify that the particulars furnished by me are true and accurate.








