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Mohammed Adil

Mobile: +91 9666206249 l Email: inf.adil@gmail.com 
Career Motto

To excel in all spheres and aspects of Life.  Be sincere, honest and dedicated toward my duties and exercise my right to learn, develop and grow freely.  To create an atmosphere of trust and comradeship with the people I am at any point of time.  Utilize my inherent skills of teamwork, punctuality and quick learning capabilities to give impetus to the growth of the organization subsequently leading to personal growth and excellence.
Personal Details 

Date of Birth


:
25-10-1985 

Nationality


:
Indian

Marital Status


:
Married
Languages Known

:
English, Hindi, Urdu, and Telugu 

Reference


: 
Available on request
Educational Details

Academic


:
MBA (Marketing-2010), Osmania University,





Hyderabad, Telangana, India.
Computer Skills

:
MS Windows, MS Office. 

Professional Experience
1.Title



:  
Front Office Executive
Duration


:
November 2018 – June 2019
Company
    

:   
MS Education Academy & Welfare Trust
Reporting


:
Principal
Job Location


:
MS Creative School, Akbar Bagh, Malakpet, Hyderabad   
Job Responsibilities 

· Maintain principal’s schedule for appointments and meetings and assist in prioritizing activities.

· Perform administrative duties such as filing photocopying etc.

· Answer telephones and transfer calls to the correct departments.

· Help take care of children who come to the office.

· Greet visitors sign for and distribute packages/deliveries and mail.

· Drafted meeting agendas supplied advance materials and executed follow-up for meetings and team conferences.

· Managed the receptionist area including greeting visitors and responding to telephone and in-person requests for information.

· Created and maintained spreadsheets using advanced Excel functions and calculations to develop reports and lists.

· Managed daily office operations and maintenance of equipment.

· Received and screened a high volume of internal and external communications including email and mail.
2.Title


:  
Assistant Project Manager – (Facilities – Soft Services)
Duration


:
November 2016 – September 2017
Company
    

:   
Tanzifco Company W.L.L, Doha, Qatar

Reporting


:
Project Manager
Client


:
Hamad Medical Corporation - Hamad Medical Corporation (HMC)   






is the main provider of secondary and tertiary healthcare in Qatar 






and one of the leading Govt.hospital providers in the Middle East.
Project Team

:
14 Supervisors and 365 Janitors
· To conduct regular meetings with the Supervisor’s to upgrade the standards of the work and also previous day’s discrepancies and rectification.

· To ensure the completion of the previous day work and monitoring the day to day determines the work force required for the specific task.

· Organizing and arranging the work force to complete the specific task in order to have a smooth flow functioning of the work and operations.
· To follow-up on the supervisor’s daily activities and there movements and there performance to ensure the maximum productivity is achieved. Monitoring proper discipline on the work area / Site.
· Inspecting cleaning and servicing of patient rooms & public areas. Making sure that all patient rooms have appropriate supplies and linens in them. 

· Monitoring the disposal of general waste &Bio Medical waste, used chemicals and other cleaning equipment in a proper, safe and responsible manner.

· Delegating work to meet business objectives and goals. Maintaining a high standard of personal hygiene and grooming, training up new housekeeping staff.

· Evaluating the staff skills to ascertain about the work knowledge and company policy for efficient work results. 

· To maintain continuous follow-up with the management on the project status by emails / reports etc.
· Prepare monthly time sheet of the staff end of the month and forward to project manager for further checks.
· Pre-Opening of Qatar Rehabilitation Institute in Hamad Medical Corporation

· Reviewing existing FM arrangements, and where necessary making recommendations for change. Carrying out emergency technical repairs.

· Managing the delivery of all hard and soft services. Ensuring that all work performed is done. 

· Assisting in all aspects of management equipment Preparing staff sheet & align their work accordingly. Weekly meeting with the Project Manager regarding operations and budgeting.
3. Company Name

:  
HSBC 


Duration


:
Feb.2015 – October 2016
Title 

    

:   
Process Associate

Reporting


:
Asst.Manager (Operations) 

Process 


:
Banking Operations - Pre authorized payment system process 






(PAPS Process). United Kingdom (U.K) customers and Branch 






related managed accounts.
Job Responsibilities 



· Processing, cancellation and transferring of new direct debits and standing orders and existing orders checking instructions.

· Routing to the appropriate queues for any clarification. 

· Checking of mandates with the same reference number and duplication of mandates.

· Provided correct and on time date input and reviewed payments and deposits electronically.

· Engaged in decision making based on appropriate payment standards and
techniques..

· Determined inconsistencies in transactions and reported promptly to
Production Coordinator.

· Processed all payments on timely basis without any errors in alliance with Division and Bank stated rules and regulations.

· Ensured mail payment orders comprise of signature approvals.

· Entered data into post borrower payments within given deadlines.

· Pre-processing checks and post processing checks.

· Sending letters to the customers for confirmation and for any clarification of payments.

· Auditing of peers after post processing checks. 
4.Title



:  
Facilities Coordinator
Duration


:
August 2012 – August2014
Company
    

:   
Al Sirhan United Co, Kuwait
Job Responsibilities

· Received, sorted, and distributed incoming mail to appropriate location and/or individual. Processed and logged outgoing mail and express delivery packages through appropriate tracking mechanisms.

· Maintained master key sets for cabinets and doors, and coordinated order and repairs as necessary. Responded to "Facility Request Tickets" to determine best course of action and completed tasks in a cost effective and timely manner.

· Monitored and maintained copy room equipment & supplies. Coordinated repairs with copier vendor as necessary.

· Maintained stock of office supplies by processing employee requests and ordered replacement stock as necessary.

· Managed cleanliness of offices and bathrooms and coordinated necessary improvements.

· Coordinated set-ups for new employee work areas (office/cube) prior to occupancy. Prepared nameplate and provided starter supplies package.

Personal Strengths
· Ability to motivate and organize people to accomplish tasks.
· Effective planning, organizing, interpersonal & self-managing.
· Ability to shoulder higher responsibility and work under pressure, as part of a team.
Affirmation
I, the undersigned, hereby confirm that all the above mentioned details are true and correct to the best of my knowledge.
Mohammed Adil
