[image: image1.jpg]


                                                                                                                            
Curriculum Vitae

Arun 
C/o-Contact Details: Mobile +971505891826
E-mail: arun.84789@2freemail.com 
Objective

To seek a challenging position as HR Administrator /Office Manager a reputed, progressive organization, with emphasis on increasing profitability by controlling inventory levels, improving sales mix and effective management of funds & where I can invest all my professional expertise, qualification, valuable experience to the optimum level, to facilitate career growth.
I am well versed with business practices in the Middle East and can easily identify common issues and solutions faced by many Corporations across the UAE. I have acted as a mediator and a coach to drive excellence & performance improvements with both Senior Management & their teams.
Personal & Professional Profile

· Over 16 years of experience in handling UAE Immigration, Operations, Finance, Logistics & Administration functions at different level
· Bachelor of Physics (B.Sc.) completed; Diploma in IATA / UFTAA standard Course.

· Capable of adapting easily and quickly to changes, new concepts and challenges

· Self motivated professional, good computer skills and capable of working as a team
· Very good in stretching the work timings willing to work at any time

· Experience in UAE Immigration & Labour Department & Administration functions

· Hand’s on experience in petty cash and Dealing with Bank transactions
· An experience of in the field of dealing with Clients, vendor,& acting as PA for business and personal PA tasks as an added advantage.
Professional Experience

Job Profile:

· The role required to work as a part of a start-up team which required me to play multiple roles and ensure a sustainable consulting business model for IGATE in a new Industry. I had the complete Operational responsibility to perform functions of Operations, Finance, Admin, and Logistics.
·  To ensure a high order of supply chain I had to work closely with the engagement teams at the client site and offshore support teams. 
· Perform functions of HR Operations, Finance, Administration and Logistics
·  Achieved high productivity per employee by minimizing attrition levels and quicker turn around time.
· Set up a fully operational office for iGATE Dubai which was nonexistent in UAE. 
· Ensured compliance as per labour laws of UAE for IGATE Staff. 
· Ensured timely invoicing of the client based on Time and Material model. 
· Operated IGATE Dubai under the legal framework of UAE Laws by obtaining all licenses as applicable. 
· Vendor selection and management for support services engaged. 
· Selected and appointed vendors for supply of logistics. 
· Payroll Management & monthly Maintenance of Accounts books
· Operating margins were maintained at a healthy rate by ensuring cost savings of 30% in terms of provision of accommodation, hiring of resources, outbound/inbound travel and local transportation. Obtaining work permits for the On-Board employees in UAE 

· Obtaining visit visas for all countries to facilitate business trips   
· Demonstrated organizational skills and the ability to multi-task, managing multiple priorities and adapting to various changes in the business environment required 

Job Profile:
· Dealing with corporate clients such as Patni Telecom Solution, WIPRO,TNT,Vertscape InfoTech etc
· Arranging visit visa, transit visa upon request
· Checking invoices received and batching each invoice with travel request form and training/conference/meeting requests and then forwarding to Finance Dept for payment
· Negotiating with suppliers for the best deal for hotel rooms ,car rental etc

· Making quotation for groups which includes meet and greet at the airport,hotel,city tour, desert safari etc

· Responsible for all transaction in the organisation.

Job Profile:

· Handling inbound & outbound bookings.
· Meeting esteemed clients on arrival or fixing up meeting with them at suitable time.
· Making booking for the client.

· Informing clients about booking.

· Checking out the arrival time and informing hotel about it. 

· Negotiating rates with suppliers and hotels.

· Arranging Desert Safaris, Dhow Cruises and also other excursion needed.

Job Profile:

· Handling corporate travel for reputed firms like Poona Walla Group, Websyem, Sentric Systems, Storability etc. 

· Meeting suppliers with regards to Hotel Corporate Deals and negotiating 
· Handling Bank transactions & Money Transfer.

· Making all kinds of booking for international & domestic sectors.
· Constructing fares and PTA’s 

· Customer credit control, Collections from clients.

· Maintaining the Cash book, Bank book, preparation of payments & receipts vouchers & feeding the entries in the computer 

Job Profile:

· Handling Bank transactions & Money Transferring.

· Maintain the General Ledger, Credit / Debit ledger & posting.

· Maintaining the Cash book, Bank book, preparation of payments & receipts vouchers & feeding the entries in the computer 

· Maintaining Accounting Books.

· Preparing the monthly statement of accounts.

Educational Qualification

· Completed Bachelor of Physics (B.Sc ) from M.G. University Kottayam , Kerala , India - 2000
· Diploma in IATA / UFTAA standard Course from Montreal, Canada - 2003

Computer Skills

· Microsoft Office Package 2007 & 2010 - MS Word and Excel

· Windows 98, 2000, 
· Online hotel & Ticketing reservation system
· People Soft,Forex Package – Exchange on net.

Language Skills

· English, Hindi & Malayalam
Hobbies

· Reading, Watching Movies, Music & Games(Badminton)
Additional Qualification
Holding valid UAE Driving Licences
Personal Details
· Date of Birth:  
14 – 04 - 1980

· Nationality:    
Indian

· Marital Status: 
Married
· Visa Status:
Transferable visa
* * * * *










November 2006 to December 2016      M/s. IGATE Global Solution, Dubai (A Capgemini group Company)


                                 	                Assistant Manager – Admin & HR (ME)








March 2006 to November 2006                      M/s. Silverlink Leisure Management Co, Dubai


                                 	                        Operation Executive








August 2005 to February 2006                      M/s. S K Tourism, Dubai


                                 	                        Operation Executive








December 2002 to June 2005             M/s. Akbar Travels of India Pvt. Ltd.Pune, India.


                                 	              Operation Executive








June 2000 to September 2002   	M/s. Chunakara Western Union Money Transfer, Kerala  


                                              Counter Staff
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