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Career Objective:

Having worked for the last 14 years with Fender Care Middle East, in the UAE, I have intense experience working as a Public Relation Officer (PRO), managing duties of Accounts and Finance department and entire Logistics and Purchasing as well as overall Administration of the MENA office. My career objective is to now enhance my multiple skills and experience by finding a suitable placement in an esteemed organisation in UAE, wherein I can drive my inputs towards the success and goals of the organisation.

Professional Experience:

Fender Care Middle East LLC, U.A.E:    





      March, 2001 – March, 2015

Public Relation Officer (PRO):

· Familiar with DAFZA, JAFZA ,and other free-zone authorities.

· Organising periodic renewal of Licenses.

· Submitting correct documentation to the Ministry Of Labor for visa applications.

· Submitting correct documentation to obtain licenses and efficient collection of Licenses to take place when completed.

· Providing all necessary documentation in order to organize all Employee official paperwork.

· Arranging medical tests, passports, memos, promotional draws and fine resolution.

· Representing the Company at locations such as the Police Station, Airport, Hotels, Embassies, Ministries/Municipalities & other significant Departments & in accordance with services such as mobile & landline phone services (connections/disconnections/repairs), mail, and electricity.

Shipping and Logistics:

· Responsible for the company’s entire logistics requirements in terms of both imports and exports, including but not limited to arranging of all shipment clearances, custom formalities, Letter of Credit and Bill of Lading documentation.

· Solely responsible for arranging all modes of transport requirements for goods and materials coming in to the company premises as well as supplies to the customers.

· Coordinating  between sales team,purchasers and stores for timely delivery of goods.

· Managing customers and vendors in the cost effective delivery of logistic requirements

· Interfacing with agents, suppliers and internal customers

· Ensuring correct documentation for import and export according to national and international rules and regulations,monitoring loading and unloading of goods and preparing logistic report.

· Analysing logistical processes to monitor performance and plan improvements in service delivery

· Reviewing and negotiating prices and conditions with supplier.

Accounts and Finance:

· Responsible for maintaining the company’s finance records and Customer Relationship Management (CRM) tool and general accounting.

· Thoroughly responsible for handling of petty cash, invoice management and credit control by managing account receivables and pro-actively contacting clients to enable smooth cash inflows.

· Fully utilizing the CRM tool to record various client conversations, email correspondences and instruction received by the sales management team.

· Assisting with the preparation of accounts.

· Receiving and settling invoices and purchase orders.

· Dealing with basic bookkeeping.

· Monitoring staff and company expenses.

· Controlling budgets.

Office Administration:

· Ensuring the office and pantry are fully stocked.

· Managing telephone and email correspondence across all divisions, specifically when it relates to    customer and client inquiries.

· Managing customer and client databases across all divisions.

· Providing administrative and secretarial support to division heads (arranging meetings, booking clients,                   arranging logistics, etc.)

· Supporting the Managing Director of the company, overseeing his administrative tasks as required.

· Maintaining the condition of the office and arranging for necessary repairs.

· Organising and supervising all the administrative activities to facilitate the smooth running of the office.

Purchasing Manager:

· Forecasting levels of demand for services and products to meet the business needs and keeping a     constant check on stock levels.

· Conducting research to ascertain the best products and suppliers in terms of best value, delivery schedules and quality.

· Liaising between suppliers, manufacturers, relevant internal departments and customers.

· Identifying potential suppliers, visiting existing suppliers, and building and maintaining good relationships with them.

· Negotiating and agreeing contracts and monitoring their progress, checking the quality of service        provided.

· Processing payments and invoices and purchase orders.

· Keeping contract files and using them as reference for the future.

· Forecasting price trends and their impact on future activities.

Professional Qualification:

· B. Com degree holder from Poona University graduated in 1989.

· Received internal company training on credit control, shipping and logistics.

· On the job shipping and logistic training by Barwil shipping LLC, Dubai.

Skills and Interests:

· MS Office and Windows, CRM tool.

· Ability to meet deadlines and can work under pressure.

· Time management and organizational skills.

· Excellent filing and documentation.

· Excellent record keeping.

Personal Details:

· Family status:Married

· Nationality: Indian

· Visa status: UAE residence visa, current employer

· Driving License: Holding a valid UAE Driving License 

· Languages known: English, Hindi, Urdu and Arabic

