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Career Objective:

To be a part of a Dynamic & Progressive Organization where I can utilize my Experience, Skills & Potential optimally and contribute towards the overall objectives of the Organization resulting in mutual growth.

Academic Qualifications:

· Completed B.Com from Gujarat University, India in 2011 with 57%.

· Completed 12th from Ambuja Vidya Niketan (CBSE), Gujarat, India in 2008 with 66%.

· Completed 10th from Gulf Indian High School (CBSE), Dubai, U.A.E in 2006 with 60%.

Skills & Qualities:
· Ability to take initiative.

· Active participation in planning and immediate implementation.
· Good negotiating skills.

· Ability to search for the most cost-effective solutions in the market and increasing the profitability of the organization.

· Knowledge of Dubai customs formalities and documentations required for Imports and Exports.

· Knowledge of Incoterms.

· Product knowledge of parking management, parking guidance & access control systems.

· Excellent communication skills.

· Ability to work in a fast paced work environment & handling multiple tasks simultaneously.

· Hard working and goal oriented.
· Capable to work under pressure.
· Knowledge toprioritize tasks and meet deadlines efficiently.

· Ability to work in a multi-cultural environment.
· Computer Proficiency (MS Office, Email & Internet).

· Typing speed of 30 words / minute.

Work Experience:

· Presently working at Omnitec Security Systems L.L.C., Dubai as Senior Operations Executive.
(July 2012 till Present).

· Worked at Absolute Surveyors Pvt. Ltd., Ahmedabad, Gujarat as a Senior Back-Office Executive for 8 months (August 2011 to March 2012).

· Worked at America’s Best Value Inn, Cambridge, Maryland, U.S.A. at front desk for 3 months 

(June 2010 to September 2010) under work and travel program arranged by college.
Roles & Responsibilities:

· Omnitec Security Systems L.L.C. (July 2012 till Present)
· Arranging procurement pertaining to projects, stock& production line requirement.
· Purchase planning for prospect projects & stock.
· Searching for most cost-effective products and increasing the profitability of the organization.
· Sourcing new vendors, negotiating and finalizing prices and payment terms.

· Attending meetings with suppliers and freight forwarders.
· Prioritizing and organizing purchases and shipments in accordance toproject deadlines.
· Preparing Purchase Orders.
· Handling import & export shipments.
· Handling documentation works for import & export shipments.
· Arranging for importer code renewal on expiry.
· Liaising with freight forwarders, negotiating rates and finalizing shipment with best forwarders. 
· Determining the mode of transport (Sea freight/Air freight/Courier) for shipments based on its size and priority.
· Sourcing the best forwarders from market providing best service for minimal price.
· Preparing Air Way Bills.

· Regular follow ups withfreight forwarder regarding transit time and shipment delivery.
· Coordinating with sales team and clients and arranging material delivery to site within the provided deadline.
· Negotiating credit terms and prices with suppliers & freight forwarders.
· Settlement of vendors’ and freight forwarders’ invoices.

· Preparing Goods Receipt Vouchers once materials are received.
· Checking for the Foreign exchange rate and processing telegraphic transfer towards foreign vendors.
· Absolute Surveyors Pvt. Ltd. (August 2011 to March 2012)
· Handling Imperial Tobacco Company insurance claims.

· Coordinating with on-field surveyors.

· Communicating with Insurance companies.

· Negotiating with scrap dealers.

· Preparing final reports for Insurance claims.

· Issuing claim applications on Citrix software.

· America’s Best Value Inn (June 2010 to September 2010)
· Greeting and attending guests.

· Attending calls from guests for reservations.

· Appointing housekeeper to assist guests.

· Preparing Check-In/Check-Out list for housekeeping staff.

Languages Known:

English, Hindi, Gujarati & Arabic (Read & Write).

Personal Details:

Date of Birth: 24/12/1989

Marital Status: Single

Nationality: Indian

Visa Status: Employment Visa

Emirates Driving License: Yes
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