CURRICULUM VITAE

	Name:-
	MUNAWAR
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	Seeking Position for:-
	OFFICE ADMINISTRATOR / ANY
	

	Country of current employment:
	UAE (Dubai)
	

	Email address:


	Munawar.212073@2freemail.com 

	

	OBJECTIVE:-
Seeking a long-term opportunity within the business community, where my professional experience, education, and abilities would be advantageous to the growth of my employer and myself.

	PROFESSIONAL EXPERIENCE:-                                               Total 3+ years in UAE

	* Working as a “Document Controller” in Back Office FZ LLC, Dubai-U.A.E from December 2010 to till date. We worked in Damac Properties Project, Emirates NBD head office, Ajman branch. Currently working in Emirates NBD projects in Jebel Ali & Mayden branch.

About Company: Back Office FZ LLC is an outsourcing company and have project from different banks and other private companies.

Work Responsibilities:-

* Receiving, Bar-coding, Labeling to the files.

* Receiving the loan files from bank for data entry, document preparation, scanning, validation.
* Preparing all loan files for scanning like auto loan, personal loan etc.

* Arranging the files in sequence as per the control sheets information.

* Achieving the target given by the company.

Career Summary:-                                                                        Total 2+ years in UAE

* Worked as “Office Secretary” in Sharq Auto Paints Co. L.L.C, Sharjah- U.A.E From 14 December 2006 to 25 March 2009.     

About Company:  Sharq Auto Paints CO. L.L.C is the only exclusive distributor in the UAE with 4 branches for the Car Paints i.e. Akzo Nobel & Brand is Sikkens.

Work Responsibilities:-

* Drafting of letters, typing and faxing to the concerned buyers.

* Overall day to day secretary work.


* Preparation of Receipts and Payments Vouchers

* Telephone Calls, Maintaining records for logistics.

* Files up to date.

* Employees Attendance record.

* Emergency Leave / Sick leave Record.

* Stationary stock Inventory & Issuance.                                                                            Pg. (1)
* Preparing of Quotations / Purchase orders.

* To assist online customers (Who used to place the orders online) right from the beginning till delivery of the ordered product, attend their online queries, Solving technical problems, transactions processing and confirmation.

* Follow up the stock report.

* Making order for the car care products after every 3 months stock report.

* Making costing for all the suppliers products we deal.

* Work on outlook express & Microsoft outlook express.

* Follow the Sea & Airfreight order till the arrival to store.

* Follow up the work with Shipping companies for the containers arrival to ports

* Booking the air tickets.

I was also responsible for customer’s queries contacting them by e-mail, fax, and telephone.  

EXPERIENCE:-
 

Worked in Samsung India Electronics Ltd as a “Product Demonstrator” from Aug 2005 To Nov 2006.

Job Responsibilities:-

* Dealing with customers in related to their inquire for home appliances 





* Satisfy the customers to focus on the product we deal.

* Provide the home demonstration on customer's request.

* Explaining the futures available in the co. products.

* Achieve the targets fixed by the company.

* Work in inbound and outbound calls.

* Forward the customers compliant to the company's.

* Most and the main part in job responsibility is achieving the full satisfaction to the customers.


EDUCATIONAL QUALIFICATIONS:-
  B.com 1st year from Shadan Degree College. Hyderabad -India.

  Intermediate by Computer Graphics Animation in 2003 from Froebel’s Jr. College,                                                                                                        

  Hyderabad-India.
Professional:-   
           MS Word, MS Excel, Power Point, 3D Max Basics, Photoshop.

           Typing speed 50 w.p.m.

Languages Known:-
                          Read Write & Speak (English, Urdu).

STRENGTHS:-
· Willing to Learn

· Initiative

· Team Player

· Positive Attitude

PERSO   Personal Skills:-
·  Excellent  Communication Skills

·  Presentation Skills

·  Interpersonal Skills                                                                                     Pg. (2)
HOBBIES:-

Surfing Net 


Listening to Music 


Playing Gym

PERSONAL DETAILS:-
Date of Birth : 24th March 1986            Marital Status : Married

Visa Status   : Employment Visa (Free Zone)                                                           
Joining: Immediate Available
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