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                 SUNIR
Sunir.156315@2freemail.com                                

Career Objective:
Energetic, self-motivated & flexible. Looking to pursue a challenging career in a progressive & reputed firm. To utilize my skills & expertise to the maximum and facilitate career & co. growth.
Professional Qualifications:

· IATA/FIATA INTRODUCTORY COURSE –                                              Oct -2005

· IATA/FIATA DANGEROUS GOODS REGULATION-                              Jun -2006

· DIPLOMA IN AIRLINE TICKETING AND TRAVEL MANAGEMENT-   Apr- 2005
GCC Work experience:

OPERATIONS INCHARGE/ TRANSPORTATION SUPERVISOR

BROTHERS GAS CO (AJMAN)-AN AL GHURAIR GROUP OF COMPANY.
NOVEMBER, 2007 – JULY-2012
Duties and Responsibilities:  

· Preparing the Load Schedule to the Suppliers and maintaining enough the stock                 level to smooth running of the supply chain.(ADNOC-Ruwais & Musaffah,National Gas –Oman & RAK Gas-Ras Al Khaimah)-Deep contact with leading LPG suppliers in UAE.
· Adjusting Load schedule in contact with suppliers according to the situation and demand in the market.

· Receiving Delivery Information from Sales Department and taking the arrangement of deliveries.

· Preparing the proper documents for deliveries (Bill of Loading, Delivery Note,        and Delivery Check List & Gate Pass and Making the schedule for drivers Etc).

· Handling overall Supply (LPG & Aerosol & Industrial Gases in UAE-BULK & Cylinder Distribution.

· Arranging Deliveries based on the D/A (Vehicles, Heavy Trucks, Drivers Etc).

· Follow Up with drivers and make sure the deliveries done one time and monitoring them with tracking system and avoiding the idle time for drivers and vehicles.

· Vehicles Registration Renewal-Making the arrangements/documents for vehicle registration renewal and scheduling the vehicles for registration renewal without effecting supply chain.

· Inventory Control- to control in and out from the store and maintain enough stock of parts and tools in our hand.
· Payroll Calculation of all Staffs- Attendance & OT preparing for all Operations Staff.
· Handling all Operational & Logistical Work in Gas & Oil Supply.
· Handling staff of more than 45 in the operation department-Drivers, Mechanics, Technicians, and Helpers & Filling Plant Staff.
· System Updating- Daily Sales Report to all Departments Heads.
· Keeping the proper file for Vehicles and Drivers and other operations related files also. (Soft Copy & Hard Copy).
                    ASSISTANT OPERATIONS MANAGER / TRANSPORTATION SUPERVISOR
ROYALTY PETROLEUM- Marine Oil & Diesel Supplier
September-2012 – Till Date

Duties and Responsibilities:  

· Arranging Fuel and Diesel Trucks Based on the Delivery Advice from Sales Department.

· Taking the arrangement and make sure the vehicles loaded the specified qty.

· Managing the deliveries, drivers and follow up for timely bunkering-IFO and Diesel.

· Co-coordinating with other department-Quality Control, Sales dept. for smooth supply of deliveries.

· Monitoring trucks with tracking system and avoid the idle time of drivers & vehicles.

· Preparing the proper document’s(BDR with Seal and sample bottle)

· Daily Sales & BDR handover report sending to GM and each departments head.

· Keeping the proper records of deliveries and  files of each drivers and vehicles.

· Managing the Plant Staff and Maintains the proper maintenance of the vehicles and Plant equipment’s.

· Keeping the proper records of each staff in the operations departments.

· Taking the arrangement emergency cases like as mechanics, technicians & electrician at the fuel spillage in customer sites and in the road.

· Preparing the schedule for drivers and vehicles daily.
CARGO AGENT

SHELL AIR FREIGHT EXPRESS (P) LTD.CCJ, AIRPORT

                         JULY 2006 – APRIL 2007
Duties and Responsibilities:  

·    Receiving the Orders from Exporters.   
·    Preparing Packing List for the goods.
·    Preparing Air waybill.

·    Making the proper entries in the system.

·    Keeping the proper files for each customer. 

OPERATIONS ASSISTANT

INTERSEAS SHIPPING –DUBAI DRYDOCS WORLD
June-2007 – September 2007
Duties and Responsibilities:  
·    Receiving the Orders from Vassals.   

·    Making a List of the Items.
·    Coordinating with purchase department to arranging the item
Educational Qualifications: 
· CALICUT UNIVERSITY (INDIA, KERALA).

(B.Com)  2004.
· Madappally School, (INDIA, KERALA)
 (Higher Secondary) 2001.
· SSLC (Kerala State Board) 1998.
Language Proficiency: 
· English                  (Fluent)-Reading, Writing and Speaking.
· Hindi-Urdu           (Fluent)-Reading, Writing and Speaking
· Malayalam           (Fluent)-Reading, Writing and Speaking.
· Arabic                                  -Reading & writing
· Tamil                                    -Speaking
Other Skills/ Qualification:

· Type Writing (High Speed)
· MS Office & Internet.
Personal Strength:
· Independent and Self-Motivated.
· Easily adaptable to any environment.

· Good problem solving skills.

· Innovative Ideas.

· Good communication and presentation skills.

· Good leadership skill.

· Ability to work in a team/Individually and ready to take up responsibilities. 
