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Job Objective: Seeking assignments in General Administration / Facilities Management / Relationship Management with an organization of high repute.

Executive Summary

Individual with 13 years of robust experience in General Administration, Staff Welfare, HouseKeeping, Facilities Management, Logistics, Material Management and Project Implementation. Presently associated with Adyard Abu Dhabi LLC, Abu Dhabi as Sr. Administrator Facilities. Extensive experience in general administration activities, personnel management, corporate policy implementation and facilities management across assignments. Expertise in Material Management activities involving material planning, scheduling and procurement of equipments and materials. A proactive planner with abilities in devising effective strategies for developing key accounts, identifying and penetrating new market segments, promoting services for business excellence. Ability to support and sustain a positive work environment that fosters team performance with strong communication and relationship management skills.

Areas of Expertise

General Administration

· Overseeing the implementation of corporate policies in the organisation.

· Implementing staff welfare policies with key focus on enhancing employee motivation.

· Supervising housekeeping activities in the organization; ensuring availability of stationary, access cards and canteen food coupons, etc.

· Checking of various bills, monthly and other recurring ones and processing for payments before due date.

· Ensuring optimum and effective utilisation of funds in providing congenial work environment and basic amenities in the work premises.

· Preparing purchase orders and other capital expenditure and their follow-ups.

· Ensuring maintenance of optimum inventory levels in the stores and maintaining healthy relations with vendors for the procurement of necessary items for the office.

Facilities Management 

· Handling complete Facilities & infrastructure set up and liaising with contractors & interiors for the same.

· Interacting with different departments for executing the maintenance of all equipments in the organisation and enhancing the overall efficiency.

· Undertaking corporate image building measures through effective relationship management with guests and visitors to the organisation.

· Handling of office security personnel & security system; AMC of office equipments.

Liaison work and Personnel Management 

· Coordinating with the internal cross-functional departments / offices for smooth execution of day to-day business operations; liaising with Government Departments, Statutory Bodies, Media, etc. for ensuring smooth functioning of the departments.

· Organising training and development programs for employees for enhancing their skills.

Employment Details

Adyard Abu Dhabi LLC, Dubai
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Since Oct’07

A sister concern of Topaz Energy and Marine Ltd. and is basically in to manufacturing and maintenance of Oil Rigs and Ship building and repairs.

Role: The following administrative activities for a work force of 3400 employees are handled independently (starting from identifying, drafting & finalizing contracts and implementation):
· Identifying, negotiating, finalising, establishing and maintaining various company properties like labor camps; company guest houses etc.
· Conducting Legal Due Diligence for camps and guest houses finalized in coordination with the PR Department.
· Interacting with various government bodies for the acquisition of various properties
· Canteen management of all employees (Workers as well as staff).

· Managing Transportation.

· Medical and workmen compensation Insurances.

· Travel requirements of employees and well as company guests.

· Ensuring the allotted budgets is adhered and makes plans as per the budgets.

· Inventory movement of various assets of camps and furniture provided for company staff.
· Accommodation for company staff and guests.

· Implementing & supporting Time and attendance system.

· Actively involved in drafting contracts, raising purchase orders and follow-up with vendors for timely deliveries and quality checks 
· Arranging the required infrastructure for the new joiners and maintaining the existing ones.

· Arranging hotels for company guests; accommodation for company staff.

· Housekeeping activities.

Altajir Glass Industries, Dubai
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Feb’05-Aug’07

Leading glass bottle manufacturer mostly in to the production and supplying of glass bottles to European Continent. The work force of 400 people is jointly involved in a 24hours continuous process to achieve the desired quality level. 

Role: Independently handled
· Supervising administrative activities; finalising, establishing and maintaining labor camps; company guest houses.

· Conducting Legal Due Diligence for camps and guest houses finalized in coordination with the PR Department.
· Ensuring smooth implementation of corporate policies; proper arrangement of travel for employees and company guests; accommodation for company staff and labors. 

· Handling medical insurance of management and non management staff; workman compensation claims; safety requirement along with the safety officer.

· Housekeeping activities.

· Transport requirements of employees as well as company guests.

· Handling Casual and Contractual labor.

· Canteen activities of the organization.

· Security of the organization.

· Inward and Outward Courier movements.

· Ensuring the allotted budgets is adhered and makes plans as per the budgets.

· Inventory movement of various assets of camp and furniture provided for company staff.

· Hotels for the stay of employees and guests.

Hutchison Essar (Now Vodafone), Jaipur, Rajasthan, India
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Dec’00-Feb’05

Hutchison Telecom is a part of the multinational conglomerate - Hutchison Whampoa Hutchison Essar is a joint venture between Hutchison Telecom and Essar. 
Role: Independently handled for the whole Rajasthan

· Handling techno-commercial activities; liaising with local authorities for finalizing the commercial terms for the sites selected and getting the License Deeds signed.

· Conducting Legal Due Diligence for the sites finalized in coordination with the Legal Department.

· Interacting with local bodies like Municipality, RIICO, UIT, etc. and getting required clearances for the installation of sites; resolving various disputes arising from Landlords, Police/Legal Bodies, etc.

· Managing General Administration, Housekeeping, Vendor Development and accommodation related activities.

· Actively involved in drafting contracts, raising purchase orders and follow-up with vendors for timely deliveries and quality checks as well as ensuring timely payments.

· Inventory movement of various assets.

· Hotels for the stay of various guests

· Arranging transport and ticketing

· Casual and Contractual labor requirements.

· Security of the organization.
· Coordinating and arranging for the architectural layouts for branch offices and implementing the same.

· Overall Management of Pre- paid and Post-paid SIMs and Employee Handsets.

· Handling inward and outward courier movements.

Wipro Consumer Care and Lighting, Jaipur, Rajasthan, India
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Mar’00-Dec’00

Wipro Consumer Care and Lighting the first business started by Wipro which is largely in to the production and supply of brand names like Santoor, Milk & Rose and other lighting products.

Role: Independently handled for the whole Rajasthan
· Handling general administrative activities which encompassed hotels reservation for the stay of various guests; Transport requirements; Inward and Outward Courier movements; inventory movement of various assets.

· Ensuring speedy processing & settlement of claims for losses incurred due to unforeseen events during transit, as per company policies.

· Preparing Debtors and Creditors Reconciliation Statements.

· Handle all cash and bank activities.

· Keeping a track on the outstanding debtors and actively involved in legal processes for ensuring timely receipt of money from them.

· Actively involved in the managing the entire process of clearing bills, raising debit note and credit notes.

· Maintaining the monthly expense as per the budgets allotted

· Maintaining ISO 9002 formats and other relevant documents.

· Preparing month end reports and submitting to the top management for fine-tuning the business strategies.

Blow Plast Ltd., Jaipur, Rajasthan, India
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Apr’97-Mar’00

Marketing group of VIP Industries Limited, No.1 supplier of suitcases in the category of Moulded and Soft. The group is also responsible for marketing the leading moulded furniture brand Moderna. 

Role: 
· Managing the activities related to General Administration, Logistics, Revenue Administration and MIS.

· Looking after the hotels reservations for the stay of various guests; handling transport activities; Inward and Outward Courier movements.

· Handling all cash and bank activities; keeping a track on the outstanding debtors.

· Preparing month end reports and submitting to the top management for fine-tuning the business strategies; conducting ABC (Activity Based Cost) Analysis.

Education: B.Com from Rajasthan University in 1995.

IT Skill Set: MS-DOS, Microsoft Windows, UNIX, Microsoft Office, Lotus, QPRO, Dbase & FoxPro, JD Edwards
Personal Details

Date of Birth


:


04th June 1974

Nationality


:


Indian

Driving License

:


UAE Driving License 







