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KHALID


         CURRICULUM VITAE 







E-Mail ID: khalid.194955@2freemail.com 
Ajman, U.A.E.

Cell Phone :
 C/o 0505891826   
OBJECTIVE:

To find a challenging job designation that utilizes my skills and abilities gained from my career experiences and training that will provide me professional and personal growth.

PERSONAL SKILLS 

Managing problems under stress, ability to work independently and willingness to learn with creativity, proactive, dedicated and co operative team worker, coordination and communication skills.

OVERSEAS  EXPERIENCE 

1) Working as an SALES EXECUTIVE in SKYBIRD GENERAL TRADING L.L.C. (Ajman, U.A.E) from April 2009 TO till date.

COMPANY PROFILE

SKY BIRD GENERAL TRADING L.L.C. Established in the year 2000 and deals in Readymade Garments of Children, Ladies and Men’s Wear, directly imports from India and export to all GCC Countries. Major supply includes Carrefour, Hyper panda, , Abu Dhabi co-op. Soc. and other Hypermarkets and Departmental Stores across the U.A.E, 

JOB PROFILE 

· Reporting to Managing Director,
· Responsible for issuing daily, weekly and monthly sales reports to General Manager.
· Dealing with Buyers such as Carrefour, hyper panda, other hypermarkets and departmental stores etc.
· Maintain regular contact with customers through personal visits & phone calls.
· Analyze sales trends and diagnose sales variances.
· Receive orders and coordinate deliveries with warehouse.
· Monitor receivable and make sure customers abide by the credit terms.
· Maintained daily direct and indirect client relations operations including acting as point of contact when customers call in, providing company information to customers.

· Preparing barcode creation form for Carrefour.

· Keeping outstanding reports and follow up for payments.

2)  Worked as ADMINISTRATOR EXECUTIVE. with CLASIC GEN. TRADING L.L.C. (Ajman, U.A.E) from Dec. 2006 TO March 2009. 
1. Reporting to Account & HR Manager.
2. Handling office work including (sales, purchase, daily vouchers & HR office staff records 
     updated and filling works) 
3.  Preparing daily production report & daily stock in / out reports.

4.  Co-ordinate with drivers to discuss the route & about their works.
5. All Vehicles Insurance, Mulkiya & salik records updated (Renewal / Expiry / Recharge s.tag)
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3) 
Worked as ADMINISTRATOR COORDINATOR/ DISPATCHER (Operation Section) in AL HAMADA LOGISTIC INTERNATIONAL   (KUWAIT)   from Aug 2004 to Feb 2006.  
COMPANY PROFILE


This company was active in transportation, supplying heavy vehicles and buses to U.S. ARMY.

JOB  PROFILE 

· Reporting to Site manager.  

· Maintaining operation planning worksheet like (what’s requirement, what we have  & what’s we need to resources) fully planning for new assignment. 

· Keeping vehicles movement (in-out report) more than 300 hundred vehicles & Company yard survey to check vehicles condition with vehicles service advisor.
· Updating vehicle wise, driver wise report day by day.

· Maintaining and updating office files.

3) 
Worked as ADMINISTRATOR ASST. CUM FLOOR SUPERVISOR in CHAMUNDA MOTORS PVT. LTD. (Mumbai, INDIA) from JUNE 1995 to JULY 2004.

COMPANY PROFILE


This company is active in Maruti Suzuki Authorized Service Station and it’s awarded by Maruti Company in (Mumbai) western region.

JOB  PROFILE 

· Reporting to company Directors.

· Handling office work including (sales, purchase and preparing of cash / bank payment vouchers)

· Maintaining Stores book, monthly stock updating,

Dealing with customers and ensure good relationship.
· Update vendor invoices and follow up for payments.

· Given good service to customer and follow up after servicing (CSI).

· Prepared job cards & maintaining customer report weekly.

· Monitoring stock availability.

· To keep all the update information of total organization.

EDUCATIONAL QUALIFICATION
BBA ( bachelor degree)
TECHNICAL QUALIFICATION

Diploma in Basic Electronics.

OTHER QUALIFICATIONS:-
Computer Operating in Windows, MS office (words, excel, power point
Learned a software from AL AMIN SOFTWARE 

PACKAGE IN KUWAIT.
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LANGUAGE SKILLS    
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READ 

WRITE

ENGLISH



YES


YES

     
YES

HINDI
 / MARATHI  
 
            YES


YES


YES

URDU




YES


YES


YES

ARABIC



BASIC


YES


BASIC 

PERSONAL DETAILS 
Name



: KHALID 

Date of Birth 
                        :   05-06-1975

Marital Status


:   Married


UAE DRIVING LICENSE 
