
A B O U T  M E

A dynamic Facility Management professional with over 10 years of extensive experience in business
Opera�ons and development of new business opportuni�es with a University Master degree in
commerce &management studies. Proven experience in Opera�ons Management, Facili�es
Management, Property Management, Fleet Management, Public Rela�ons, Customer service etc.

WO R K  E X P E R I E N C E

Manager-Facility Services

Deyari Facility Management  / Dubai ,UAE / Mar 2021 - Present

•Manage all technical and non-technical (Engineering / Housekeeping func�ons/
Security/Administra�on) direct and sub contracted services, ensuring all services are delivered in a
consistent and compliant manner.
•Manage, control & monitor the so� and hard service opera�ons of the company.
•Assign du�es, inspect work, and inves�gate complaints regarding housekeeping service and
equipment and take correc�ve ac�on.
•Assis�ng in tender submissions, contract deliverables, providing details to the internal
departments for invoicing.
•Managing residen�al Proper�es by inves�ga�ng and resolving tenant complaints enforcing rules of
occupancy, planning renova�ons and contrac�ng outside vendors.
• Responsible for the prepara�on and adherence to appropriate contract management plans and
reports, total facility management services including housekeeping, MEP and building services,
security concierge and administra�on, in accordance with contractual requirements, including the
prepara�on of reports as required.
•Managing the transporta�on requirements and maintenance of the company owned fleet.
•Responsible for preparing opera�ons budget for contracts.
•Rou�nely inspect all contracted services to ensure performance measures are being
maintained.
•Ensure quality, safety and environment procedures and instruc�ons established by the company
management.
•Ensure all legal requirements by all authori�es are in place to avoid any viola�on penal�es by the
legal authori�es.

Opera�ons Officer –Facili�es & Property Management

Technoserve Employees Provision Services  / Abudhabi , UAE / Feb 2019 - Mar 2021

•Ensures that all site residents are provided with clean and safe housing and hygiene facili�es
through the cost effec�ve and efficient construc�on, maintenance and con�nuous improvement of
buildings, facili�es, ameni�es and equipment to provide sa�sfactory living standards.
•Handling Opera�ons of all maintenance services/requests and repairs pertaining to building and
ensure coordina�ng with concerned departments to ac�on them without any delays and ensure
safety, security and health measurements are in place at all �mes
•Ensure all legal requirements by all authori�es are in place to avoid any viola�on penal�es by the
legal authori�es.
•Supervising cleaning crews and maintenance workers.
•Monitor the performance of contractors to maintain the facili�es and ensure the delivery of all
services is as per agreed schedules.
•Handling Total Supply Solu�on / Licensed Manpower Supply” in Commercial and Residencia
Projects.
•Communicate with facili�es personnel at all organiza�onal levels to promote a posi�ve work
environment.
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P E R S O NA L

D E TA I L S

Date of birth
  30-05-1987  

Na�onality
  India  

Visa status
  Employment Visa -Residence   

Marital status
  Single  

D R I V I N G  L I C E N S E

Driving license category

Light Vehicles



•Formulate, Direct & coordinate business ac�vi�es and policies to promote the company goals.
• Se�ng up mee�ngs with poten�al clients and listening to their wishes and concerns.
• Nego�ate or approve contracts and agreements with suppliers.
•Provide skilled and prospec�ve employees with informa�on about policies, job du�es, working
condi�ons, wages, and opportuni�es for promo�on and employee benefits.
•Resolve customer complaints regarding Facili�es services.
•Ensuring an adequate supply of materials and service for the proper opera�on of the
buildings and enter into supply and service contracts in coordina�on with contracts / Stores and
Purchase department
•Documen�ng processes and keeping maintenance and House Keeping records.

Facili�es Administrator

Star One Group Of Companies  / Dubai , UAE / Jul 2013 - Nov 2018

•To provide a high level of administra�ve support inclusive of HR, payroll and health & safety within
the premises Department ensuring compliance across all du�es and to be the central point of
contact for all Sodexo Managers coordina�ng reports and procedures.
•Interact with various internal and external customers to propose and implement solu�ons to
problems associated with assigned work ac�vi�es; seek guidance as necessary.
•Monitor, control and manage business opera�ons to meet customer expecta�ons and company
goals.
•Scheduled and directed work ac�vi�es while providing leadership and direc�on to company
drivers and other opera�ons staffs.
• Collaborate with sales teams to understand customer requirements, to promote the sale of
company products, and to provide facili�es support.
•Quote prices, credit terms, or other bid specifica�ons.
•Secure and renew contracts and oversee environmental health and safety.
•Provided superior customer service, determined shipping rates and prepared detailed invoices.
•Tracking opera�onal costs toward maintaining profit-margins.
•Manage Pe�y cash & Coordinate purchase of raw materials and supplies.

Admin & Accounts Officer

Star One Group Of Companies  / Abudhabi , UAE / Sep 2011 - Jul 2013

•Acts as Office Manager conduc�ng all administra�ve support work.
•Manage staff, preparing work schedules and assigning specific du�es.
•Ensuring that basic facili�es, such as water and hea�ng, are well-maintained.
•Preparing plans for the purchase of equipment, services, and supplies.
•Maintaining good supplier rela�ons and nego�a�ng contracts.
•Managing daily cash balances.
•Arranging financial audits and reviews as require.
•Manage payroll and MPF ma�ers for Company, business units and subsidiaries
•Maintaining and transferring money between bank accounts as required.
•Maintain accurate financial and other records and ac�vi�es.
•Maintaining Company Bank Accounts, Cheques & Other Financial Facili�es.

Opera�ons Execu�ve ( Loans & Facili�es )

HDFC BANK  / Calicut , KERALA / Jan 2010 - Aug 2011

•Coordinated sales ac�vi�es with marke�ng execu�ve team.
•Conduc�ng Verifica�on checks for facilita�ng Credit card /Auto Loans / Consumer Loans /Personal
Loans Processing.
•Managing Loan Disbursal Process end to end.
•Document and file work papers and audit procedures performed.
•Create customer awareness on addi�onal services offered by Bank.
•Coordina�ng with physical verifica�on team to get it done customers residences & Business
verifica�on.
•Create customer awareness on addi�onal services offered by Bank.
•Deliver outstanding customer service to achieve customer sa�sfac�on, reten�on and increase
sales.

L I N K S
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E D U CAT I O N

Master's Degree

University Of Calicut / Kerala / 2009

• Master of Commerce

Bachelor

University Of Calicut  /  Kerala / 2007

•Bachelor of commerce

Plus Two

Govt. HSS Chorode  / Calicut ,Kerala / 2004

Plus Two Commerce Higher Secondary board-Kerala

High school diploma

Govt HSS Chorode  / Calicut , Kerala / 2002

•SSLC - Board of Public Examina�on Govt.of Kerala

S K I L L S

Team Management Organiza�on

Leadership Time Management

Manpower Management Contracts Management

Decision making MS Office tools

MS EXCEL WORD

POWERPOINT TALLY

H O B B I E S

Travel , Sports , Reading , Driving , Listening To Music , Cooking And Baking


