RESUME

SAJEEVAN
        Administrative Support Position
	Sajeevan.92493@2freemail.com 
	Pursuing a good career in an established company where I will be able to enrich my knowledge & experience and at the same time contribute my full efforts for the prosperity of the company



	PROFILE
	· Skilled user of technology :  Microsoft Office

· Detailed oriented ‘multi-tasker’. Able to balance competing priorities and tight deadlines.  Known for quality, timely completion of assignments.

· Effective communicator.  Polished telephone, interpersonal and writing skills.  Energetic, patient and diplomatic.



	EXPERTISE
	COMPUTERS

· Microsoft Word

· Microsoft Excel

· Microsoft Power Point

· Email & Internet

· Profit

· Outlook Express

· Oracle based system as a user

	OFFICE

· Front office Management / Supervision.

· Co-ordination 

· Scheduling appointments

· Customer service & reception.

· Self correspondence

· House Keeping

· Typing – 80 w.p.m.

· Shorthand – 80 w.p.m.

· Key Board – 9 lines


	EXPERIENCE

Since 1999 Nov.
	21 Years ( 11 years in UAE)

Presently working with one of the leading ISO 9001-2000 Trading & Contracting Company in UAE.



	Insurance Coordinator (last 2 years) – Reporting to Administration Manager 
· Responsible for Workmen’s Compensation Polices, C.A.R Polices (@ 22 projects), C.P.M Policy for Heavy Equipment and Machineries, Motor Polices – Comprehensive and Third Party Liability, Money Insurance, Fidelity Guarantee, Group Medical Insurance, Maine Insurance, Fire Policy and Property All Risks Policy &Travel Insurance etc.
· Coordinate and Liaison with Insurance Companies, Loss Adjusters, Client, Consultant and Project Managers etc, and Registration, Renewal and Follow up Polices and related issues.
· Group Medical Insurance (Co-ordinate with Staffs, Labours, Insurance Companies and preparation of  all related documents).
· Organizing and updating staff insurance, cars and machinery documents.
· Follow up the pending claims of CAR, W/C, Vehicles and Medical Insurance.
· To furnish feed back to the higher management with reports and achievements.
· Regularly monitor & finalize the accounts with the Insurance Companies. 


	Office Administrator – Reporting to DGM ( 5 Years)
· Front Office Administration & Secretarial works, Screening visitors, telephone calls, Document Control (incoming & outgoing). Arrange air ticket, hotel and courier bookings. Coordinate between departments (Administration, HR, Procurement, Insurance, Logistics & Accounts) and arrange Meetings, Interviews & Advertisements, etc. Follow-up ISO9001:2000 procedures, Coordinate with H.R. Department & Labour Contractor for the pick up of new staffs from the air ports, accommodation, medical etc. Prepare staffs monthly pay roll, Purchase of office equipments & stationeries.  Collecting daily manpower reports, equipments & machineries list. Control over (8 Nos.) office boys and house keeping, etc.  



	Document Controller (3 years)
· Controlling records, correspondence, contracts documents and drawings, maintain master document register of the contract documents, tender drawings, revised drawings, transmittal and all soft copies related to projects.  Maintain history of pre-tender and post tender revisions, minutes of meetings etc.

· Co-ordinate with Project Managers / Site Q.S. Engineers & compiling reports / payments certificates and related correspondence with clients / consultants.



	1998 - 1999
	M/s. Tristar Plastic Industries LLC – Sharjah

COMMERCIAL OFFICER – Reporting to MD



	· Import/Export documentation, L/C opening procedures with bank, Material costing, Stock monitoring, Purchase (Local & International), Scheduling deliveries, coordinate with sales team to prepare quotations, delivery notes, purchase/sales orders, payment follow-up, generating various MIS reports and related correspondence & other secretarial works.



	1991 - 1994
	M/s. CORE Healthcare Ltd – India

EXECUTIVE SECRETARY to Vice President Corporate Finance



	· Coordinate with various departments and collecting data, preparing fund flow projections, arranging tours & travel (Hotel & Air ticketing), coordinate with Heads of Departments Meeting, prepare Agenda / Slides & Minutes of Meeting, handling confidential matters / files, preparing financial proposals to banks / financial institutions as per the guidance of VP, FOREX monitoring, pick up official guests.

· Actively participated in ISO 9002 implementation works



	1994 – 1998
	EXECUTIVE SHIPMENT – Report to VP Exports

Handled independently the whole shipping / distribution logistics through out Africa, CIS, Europe, Latin America, Middle East, South East Asian countries – Volume @ 150 containers per month.



	Internal Functions:

· Order processing, stock monitoring, interact with various departments & production planning, schedule deliveries, import / export documentation, freight requisitioning, follow up art work, timely execution of orders & documents dispatch, bills payments, generating report MIS.

External Functions:

· Sales coordination between factory & overseas customers / sales team abroad, liaison with customs, central excise, insurance, shipping companies, forwarding agents, transporters, third party inspection agencies lime, BVQI, SGS, INTERTEK, etc.

Banking:

· L/C opening procedures with bank, & scrutinize L/C, make amendments, negotiating documents with bank, etc.


	1988 – 1991
	M/s. YS Syntex Projects Ltd. – India

ACCOUNTANT



	· Maintaining Sales Book, Purchase Book, Cash Book, Bank Reconciliation statement, Preparing Debit/Credit notes, Petty Cash, Assisting the Chief Accountant up to the finalization of Accounts (TB, P&L A/C, B/S).



	EDUCATION & TRAINING
	· Bachelor of Commerce (B.Com) – Calicut University
      Kerala, India
· Human Resources Development (HRD) 1 Year

· Secretarial & Administrative Practice

· Typewriting Higher (English) – 60 w.p.m.

· Shorthand English – 80 w.p.m.

· Import/Export Documentation & Procedures

· Good Manners & Professional Etiquette

· U.A.E. light duty driving license



	PERSONAL
	Age

Marital status

Languages known

Visa status
	01/02/1966
Married

English, Hindi, Gujarati & Malayalam

(Working knowledge of Arabic)

Employment (Transferrable)



                                                                                                                        Page 1 of 3

