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Rab 
Rab 

E-mail  rab.147113@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
Objective 

To join a dynamic, progressive and respectable organization offering ample opportunities of diversified exposure, where I can utilize my full potentials, enhance my professional skills to achieve the highest efficiency and strive to promote the status of an organization. 
Profile 


Nationality:

 Pakistani




Date of Birth: 
21-04-1967

Marital Status: 
Married

Visa Status:                Vist Visa
Skills Summary 

	· Operation Supervisor

· Fleet  Coordinator
· Receptionist cum Admin.Coordinator 

· Front-Office Operation
· Customer Services
	· Switchboard Operator
· Written Correspondence
· General Office Skill

· General Admin.Skill

· Appreciation Certificates


	· Bachelor Degree
· Orbit sys. Cert sys.

· Fleet Focus sys.

· Tracking sys.

· Comp..Litrate

         


Professional Experience 


     TRANSPORT Fleet operation supervisor
    Cars Taxi LLC  Abu Dhabi,UAE.  24 -07-2010  to  12-12-2011
Direct and control the activities of fleet operation through efficient systems and processes of fleet management to ensure cost-effective use of resources and to provide high-quality service to customers; demonstrate continuous effort to improve fleet operations, decrease turnaround times, streamline work processes, and work cooperatively with the operations team; assist in fleet functions as required i.e., vehicle allocation, vehicle rental, salik charges, invoice processing, complaint handling, fuel card requests, and maintenance of all fleet records; general administration tasks such as filing, processing payments, vehicle fines, etc
      TRANSPORT FLEET Coordinator 

    Tawasul Transport Corporation LLC. Abu Dhabi,U.A.E  29-01-2008  to 20-11-2009 
· Maintained an accurate status of fleet over 800 vehicles in the vehicle monitoring system.
· Coordinating car change-over and deliveries with operations. Arranging of  vehicles due for service/maintenance.

· Maintaining the accuracy of vehicles replacement, accident and breakdown recovery.

· Administrative support to Fleet Supervisor. Other duties as directed by superiors.
     receptionist (AUTO Service & MAINT.)


Dubai Transport, Road and Transport Authority (RTA) Dubai,U.A.E. 26-05- 2002  to 20-11-2007

        (     To attend/receive/understand customers requirements and co-ordinate with workshop in completing        
            the repairs and deliver the vehicles to customers satisfaction.  
(     Inspection of Accident/Maintenance Vehicles,Police paper, making of regular Job cards (Service/
            Maintenance/ Accident/Tyres) through the Fleet Focus System.
(    Co-ordination with Insurance agencies.daily/monthly reports to the workshop manager.
 receptionist cum admin. Coordinator

 Al-Futtaim Group (Pvt.) Dubai, U.A.E 01-01-2000 to 20-04-2002

·  Handling of PC,10 Lines busy Switchboard, Attending to Visitors/Customers, maintaining of software library, books library,maintaing of logbook,assets,training materials, procurement of computer supplies,documentation,operation and administration jobs.
Other skills________________________________________________________________
· Fleet Focus, Fleet anywhere, Ray Wood ,VMIR,Orbit,Cert.
· Computer Literate (MS Office 97, 2000 and Window XP Professional).

Languages___________________________________________________________________
· English

· Arabic

· Urdu/Hindi
Education________________________________________________________________ 
    UNIVERSITY OF PESHAWAR (PAKISTAN).
    Bachelor Degree of Arts, 1990
Awards __________________________________________________________________________
    Two Appreciation Certificates of  Best Performance.  
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