REYAZ 

Career Objective
Skilled management professional willing to work on the position of administrative officer in an organization where my skills and knowledge of the field will be utilized to benefit the company

Work Experience:

Current  Work :-  


Designation

:-
Office Clerk (Technical)

Organization


:-
Construction Group LLC. (Dubai)


Working period

:-
From October “2013 to Till Date.

Working on the position of Office Clerk in Technical Department and handling all the duties assigned to this challenging position, these are as follows:

· Handling all the process of Office Clerk in Technical Department. 
· Generate Job Card in Work Shop for Preventive Maintenance & Services for PMVs.

· Working on JDE Oracle Application for Records & Job Card Entry.

· Responsible for the PMVs Records Update for Plant.
· Coordination with The Plant Supervisor and Provide all the Required Information.
· Taking Report of All Types of Vehicle & Machines. (Transport & Equipment -Heavy & Light.)

· Capturing Job Cards for Vehicle & Equipment Repair. (Break Down & Servicing)
· Creating report before and after Repair Equipments, Vehicle & Parts 
· Sending weekly service report to the Plant Manager.
· Checking Emails and give response for all the required emails.

· Booking Services for Heavy & Light Vehicle and revert mail.

· Attend calls for PMV’s Service Enquiry 
· Handling all the clerical duties of the organization.
Previous Work :-  


Designation

:-
Administrative Officer

Organization


:-
Business Information Systems Pvt.ltd.(Mumbai)


Working period

:-
From March “2011 to Sep 2013.

Working on the position of administrative officer and handling all the duties assigned to this challenging position, these are as follows:

· Working on ERP applications. And entry all the customers information.

· Composing and Editing the document. Summarize and sorting all the data.

· Mainly responsible for handling and managing daily administration of the organization to maintain a good work environment 

· Responsible for supervising all the employees and their work, motivating them in meeting company’s objectives and goals 

· Responsible for attending all the meetings with the directors and preparing new policies and plans for meeting company’s objectives 

Previous work :-  

Designation

:-
Administrative Assistant
Organization

:-
Country Club India ltd. (Mumbai)

Working period

:-
From Dec “2007 to Mar 2011

· Worked as an administrative assistant and handled all the duties and responsibilities of this position efficiently, these duties are as follows:

· Responsible for performing daily administrative activities and reporting to the senior administrative officer of the organization 

· Responsible for assisting the administrative manager and handling duties like: maintaining files, compiling documents and other information, preparing reports/statements and so on 

· Attended all the meetings with the directors and played important role in preparing new strategies for the organization 

· Maintained a good rapport with all the employees 

Previous Work :-  

Designation

:-
Computer Operator
Organization

:-
Info Mart Pvt. Ltd  (Mumbai)

Working period

:-
From Feb 2005 to Nov 2007

Served the Computer Operator position successfully and handled all the duties assigned to this position, these are as follows:

· Responsible for handling all the daily operations of the administrative department and completing all the assigned duties by the manager 

· Responsible for other duties like preparing all the document and inventory, preparing statements and reports, computer related work, etc. 

· Responsible for keeping records of the files and other documents.
Computer Knowledge:
· Highly proficient in computer operations.
· Operating Systems: Windows XP, Vista, Windows 7, Windows 8. 

· Internet Proficiency. (Editing and Composing E-mail)
· MS Office (Word, Excel, Power Point, Access).
· Knowledge of Hardware Networking and Trouble Shooting.

Educational Qualification:
· Master’s Program in Business Administration from IBMS Mumbai. 2009
· Bachelor’s of Computer Application (BCA) from MCRP University, Bhopal in 2002 

· Intermediate (I.Sc) from BIEC, Patna in 1999.

· Matriculation from BSEB, Patna in 1997.
Personal Information :-


Date of Birth

:-
5th Feb’1981


Religion


:-
Islam


Sex


:-
Male


Marital status

:-
Married


Language Known

:-
English , Hindi, Urdu
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