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	Saldhana







Nationality:  Romanian
Mobile:  502124588





 

	EMPLOYMENT
HISTORY:
	Poweron Corporation, Abudhabi, UAE
21 January 2007 to date.

Office Manager 
Three projects comprising 65 employees in total with 7 support staff reporting directly to me.  
Responsibilities:
· CR registration, sponsorship agreement, bank signatories, compliance with COEPP licensing requirements for project managers, visa work permits for staff; 

· Preparation and maintenance of excel spread sheet staffing details on behalf of client, management and Dubai regional office for reporting purposes;

· Assisting in the organizational and space planning for existing and new staff;

· Overseeing monthly payroll of  65 staff;

· Ensuring compliance to employment regulatory concerns and reporting;

· Ensuring appropriate employee communication and relations;

· Assisting Area Manager and regional office with implementation of salary banding for staff in Bahrain;

· Working with the safety manager to provide employee safety;

· Organising and supervising the administrative activities that facilitates the smooth running of the office;
· Planning, assisting, monitoring and managing staff as required by administration functions and controlling any expenditure that has to do with office work plus hiring support staff.

· Interface with all staff within the Bahrain business to ensure that all HR administrative functions are performed effectively;
· Writing administration letters and reports;

· Supervising the work of support staff, monitoring their workload and performance;

· Meeting and corresponding with senior project managers and line mangers;

· Organizing the recruitment of new staff and ensuring their proper induction;
· Controlling the office supplies budget;

· Conducting appraisals of support staff, assisting line managers with carrying our appraisals, and preparing performance review letters for all staff


	
	BMW, UK

	
	Legal Department 1997 to 2006

	
	Accountable to General Counsel and Deputy Secretary

	
	

	
	Legal responsibilities:

· Retaining legal deeds;

	
	· Resolving routine legal issues;

· Preparing agreement summaries;

	
	· Maintaining and circulating the Board report of key terms and conditions on management/lease contracts;

· Drafting agreements/side letters in consultation with colleagues;

· Preparing powers to GM and overseas trademark agents, proxies, company secretary certificates, declarations and other legal documents and instruments; 

· Preparing HIC committee resolutions;

· HIC board packs and assisting in drafting of the minutes;

· Assisting in preparation of the Litigation Reports & monitoring litigation;

· UK company data protection registrations;

· Acting as a legal assistant in development transactions;

· Instructions to external lawyers



	
	Trademark and domain name responsibilities:
· Centralising the company’s domain name management to an external domain management company;
· Overseeing the worldwide registration process of both domain names and trademark names;
· Gathering information in support of trademark opposition cancellation and infringement actions;
· Preparing royalty and assignment agreements;
· Instructions to external trademark agent/international associates;
· Arranging legalisation of documents;
· Liaising with the trademark department of MH Hotel Corporation in the USA

	
	

	
	Business Management, Hudson  University, London

	
	

	SKILLS
	IT: Excel, Word, Power Point, Outlook; Scenario Document Management; Quick Books

	
	

	
	

	INTERESTS
	Skiing, scuba diving, sailing, cycling, tennis, walking, reading

	
	

	
	


