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	PROFILE SUMMARY
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	STRENGTHS
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Highly
	competent
	professional  offering  9+
	years
	of
	intensive  work
	
	
	

	
	
	
	
	
	
	
	
	Progressive Gulf Experience
	

	
	experience in general administration, client relations and customer service.
	
	
	

	
	
	
	
	

	
	Accustomed to various procedures as well as practices related to logistics
	 Good Command on Administration Works
	

	
	operations  and  fleet  coordination
	with  proven
	track
	record
	in  improving
	
	Competencies in  Logistics Operations
	

	
	service
	delivery,
	reducing  cost,
	streamlining
	operations
	and
	ensuring
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	smooth  business  operations  hence  delivered
	business
	revenue
	growth.
	 Excellent Customer Service Skills
	

	
	Skilled in performing multiple tasks,   organizing assigned work functions,
	
	Compliance with Policies & Procedures
	

	
	meeting  strict  deadlines  and  performing  efficiently  even  under  work
	
	
	

	
	
	
	
	

	
	pressure. Proactive leader with outstanding communication, interpersonal,
	 People Management & Leadership Skills
	

	
	analytical, decision making, problem solving and time management skills.
	
	Commitment to Service Excellence
	

	
	Seeks a more challenging supervisory work profile to utilize knowledge and
	
	
	

	
	
	
	
	

	
	expertise towards developing an excellent career.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	QUALIFICATIONS
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Masters in Business Administration, Bharathiar University, India
	
	In Progress
	

	
	Bachelor of Commerce , Mahatma Gandhi University, India
	
	
	
	2002
	

	
	Diploma in Software Application, Aptech Education, India
	
	
	
	2002
	

	
	
	
	
	
	
	
	
	
	
	

	
	CAREER SNAPSHOT
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	PDI & Fleet Coordinator
	
	
	
	
	
	
	
	
	Jul 2008 - Present
	

	
	Administrative Assistant – Logistics
	
	
	
	
	
	
	Jul 2006 – Jun 2008
	

	
	Al Tayer Motors, UAE
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Al Tayer Motors represents major European and American automobile manufacturers such as Land Rover, Jaguar, Ford, Lincoln,
Ferrari, Spyker and Maserati across the UAE.
Data Entry Analyst, Charter BPO Solutions, India
Oct 2004 – Oct 2005
Charter  BPO,  a  100%  subsidiary  of  Charter  Mercantile  Australia,  specializes  in  Credit  Card  Services,  Receivables  Management
Solutions, F&A, and IT.
Sales Executive, Tradelinks Ventures, India
Jun 2003 – Oct 2004
Tradelinks Ventures deals with electronic equipments such as LCD Projectors, Overhead Projectors, Display Boards and others frequently used in offices and hotels.
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ACHIEVEMENTS
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Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication with drive towards contributing to continued business growth hence recurrently appreciated by management: merited as Best Employee of Al Tayer Logistics in June 2007; awarded a Letter of Appreciation for exemplary performance in July 2005 at Charter BPO Solutions, India.
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HSE Representative and part of ISO winning team for HSE in Al Tayer Logistics.
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Consistently demonstrated resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams.
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Well developed expertise in building long-term and profitable relationships with clients.
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AREAS OF EXPERTISE
Administration

Act as point of contact on personnel administration and public relations matters; ensure smooth functioning of the department in handling day-to-day transactions.

Manage all administrative duties efficiently including correspondence, business coordination, customer relations, supplier dealings, as well as IT support.
Assume full responsibility of business communication and interaction.

Maintain confidentiality in all inquiries, contracts and legal documents.
Solve business difficulties and consult with department managers for the betterment of the company.

Handle complete facilities and office infrastructure set up and upkeep; ensure enough quantity of supplies and equipment to support operations. Devise an extensive filing system to organize and update company files.

Communicate with internal departments as well as all third parties to exchange information, coordinate activities, and promptly resolve issues and concern.

Logistics Coordination

Assist management in ensuring smooth functioning of overall logistics operations of the company applying knowledge and experience in logistics management.

Direct daily business of the company including placing of orders for offices requirements, filing systematically of records and documents, answering customer inquiries and all correspondences.

Collaborate with other departments to integrate logistics with business systems and processes, such as customer sales, order management and accounting.

Ensure compliance with contractual obligations related to the customer requirements.
Maintain and develop business relations with client’s key personnel involved in logistics activity.
Customer Service

Act as first point of contact for customers while projecting professional image at all times.

Accord highest attention to customers. Process customer transactions and respond to products and services inquiries in a responsive, accurate and timely manner.

Display high quality, prompt and professional customer service to achieve customer satisfaction, repeat and referral business. Ensure understanding of client needs through great attention to detail.

Build awareness among clients with special emphasis on flexibility and ease of operations on company’s range of products to meet customer needs.

Keep records of customer interaction and transactions, document details of inquiries, complains, issues, comments and actions taken. Manage back office, prepare reports, and monitor department operations.

PROVEN JOB ROLE
PDI & Fleet Coordinator, Al Tayer Motors
Working closely with various departments within organization for smooth flow of operations.

Ensuring vehicles go through PDI process within predefined SLA time as well as delivery of cars to desired showroom/location is carried out as per SPA to optimize lease transport utilization hence guarantee maximum ROI.

Monitoring lease transport on daily basis for maximum use of space and location movement.

Overseeing maximum performance of 3rd party and in-house transporters to guarantee high level of customer support at reduced cost.
Dealing with all queries raised by showrooms. Resolving issues in a timely, accurate and professional manner.

Directing efficient movements of drivers/recoveries in accordance with Planner’s instruction.
Supervising maintenance of cars on site to ensure compliance with maintenance manual.

Uphold strict compliance with service requirements. Liaising with Maintenance Department to minimize breakdown and loss of productive time.

Coordinating with customs for preparation of B/E. Likewise ensuring vehicles are cleared from port with proper inspection and documentation, and are transported to warehouse in as per company policy to meet sales requirement.

Managing apt submission of all invoices to approving authority. Also, fostering accurate customs documentation and its timely submission to concerned agency in able to avoid incurring any fines.

Fostering safe and secured work station in strict compliance with HSE policies and procedures as well as with civil defense and other regulatory institutions’ requirements.
Carrying out corrective measures with overall direction and guidance from Group Asset Management department.
Administrative Assistant – Logistics, Al Tayer Motors

Ensured GRS is prepared in advance and duly verified with port inspection reports hence could be sent immediately to Finance Department subsequent to said processes.

Made sure Vehicle Clearance Certificate [VCC] is prepared without any error, likewise vehicles are given in PDI as per SLA and are delivered to showrooms at predefined time.

Daily updated shipment pre-alert tracker so as clearance will be executed as per planned schedule.

Prepared LPO for various suppliers and statement reports upon approval thereof. Forwarded aforementioned documents top Finance Department without delay.

Directed daily update of stock report including monthly sending of reconciled stock to Finance Department. Managed petty cash and prepared statements on time.

Data Entry Analyst, Charter BPO Solutions
Managed search engines. Sought out debtor’s record from database and put accurate details so callers can reach them.

Coordinated with suppliers and prepared payments on time.

Furnished month end Accounts Statements and tallied them with actual records.
Sales Executive, Tradelinks Ventures
Performed sales functions within showroom.

Recorded and duly reported sales and customer related information to Sales Manager on a daily basis.

Informed customers with organization’s activities particularly with product sales. Addressed customer’s queries and attended with their concerns.



Training Course
ISO Audit Training – Internal Audit Training Course for ISO 9001:2008 / 14001:2004 / OHSAS 18001:2007 , SGS Gulf Limited

I.T. SKILLS
Proficient in MS Office Suite, E-mail & Internet applications


PERSONAL DETAILS
Nationality
:
Date of Birth
:
Marital Status
:
Visa Status
:
Driving License
:
Languages
:


Indian
4th February 1980
Married
Employment Visa
UAE Light Vehicle
English, Hindi & Malayalam


REFERENCE
Will furnish promptly upon request with supporting documents
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