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VINOD   

 VINOD.218143@2freemail.com 
OBJECTIVE: In quest of an opportunity to serve an organization that could give ample space to utilize my possessing wealth of management skills and experience, to work for organizational growth and productivity. 
A Smart, Industrious, Result-Oriented personnel by virtue of having worked with reputed organizations in different Industries. Exceptionally well organized with a track record that demonstrates self-motivation, creativity and initiative to achieve both personal and corporate goals
Areas of Expertise

· Human Resource

· Document Control

· Logistic Coordinator 

· Secretarial

· Back Office Support

Proficiency
· Excellent command over written and spoken English.

· Thorough acquaintance in office routines.

· Good computer knowledge & work experience on MS Office & Internet.
Computer Skills 
· Module Description:
  Computer Fundamentals

· Operating Systems – Dos & Windows

· MS-Word & MS-Excel

· Power Point

· Internet & Email

· ERP 
Academic Qualifications
· Secondary School Leaving Certificate (SSLC) from Board of Education, Kerala State (1987).

· Typewriting lower examination (60 w.p.m.) from Kerala Govt. Technical examinations, Kerala State.
:: 2 ::

Career Path
	COMPANY NAME
	DESIGNATION
	PERIOD

	UNITED ARAB EMIRATES

	Rough Sea Logistics LLC
	Logistics Coordinator
	2012 – 2014

	KINGDOM OF SAUDI ARABIA

	Saudi Services For Electro Mechanic Works Co Ltd
	Project Secretary cum Document Controller 
	2008 – 2011

	INDIA

	Jayant Oils & Derivatives Ltd. India
	Secretary (Export Section)
	1996 – 2006

	Shrinivas Plates & Structurals, India
	Office Secretary / Assistant
	1993 – 1996


Professional Experience 
(2015 – 2016)
Worked with Hoffman Beur Metal Products Coating LLC, a group of M/s.  Tuleila Heat Insluation Ltd. within Dubai, as Logistics Co-ordinator (Factory Admin):
· Tracking and coordinating production in the factory.

· Overall supervision of different teams performing in different section of the factory.

· Preparing Delivery Orders, Receipt Notes, Documentation of production activities, Daily and Monthly production Reports, Inter Office Correspondence.

· Providing Safety Orientation to Workers and Supervisors.

· Checking the quality and standards of the products before despatch of the finished goods.

· Manpower planning and allocation on daily basis in site and factory according to the workload. 

· Production forecast for arranging the raw materials.

· Coordination with Accounts Dept. for delivery of materials.

· Coordination with suppliers, fabricators, contractors.

· Providing reports and information to the management on daily, weekly and monthly basis.
· Providing support in relation to general administration of office.
(2012 – 2014)
Worked with Rough Sea Logistics LLC, a group of M/s.  SAN International Cargo Transport & M/s. White Sea Clearing & Forwarding within Dubai, as Logistics Coordinator:
· Plan, organize and control overall logistics operations to ensure smooth flow of business, maximum profitability, increase in customer satisfaction and continued business growth.
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· Coordinate with subordinates, planners, Border Clearing staffs and logistics staffs to share best practices, exchange information, discuss and promptly resolve operational issues.

· Set short and long range goals objectives, policies and operating procedures.

· Manage complete operational requirements by scheduling and assigning employees then duly following up on work results.  Deal with understaffing resolve conflicts and administer disciplinary procedures.

· Facilitate employment of corrective action where adverse variations to target achievement occur or inadequate performance is suspected.  Instigate actions to bring about necessary improvements.
· All duties in relation to general administration.

(2008 – 2011)
Worked for Saudi Services For Electro Mechanic Works Co Ltd., at Kingdom of Saudi Arabia as Project Secretary and Document Controller:
· Report directly to Project Manager and project engineers on various project assignments. 

· Collaborate with various levels of management to gather information pertaining to key issues.

· Communicate with internal and external contacts to properly handle direction of business relations and distribution of company literature.

· Processing expense reports and invoices reflecting proper adherence to center budget codes.

· Processed correspondence, invoices, billing, inventory reports, and weekly payroll.

· Handle inventory and requisitioning of supplies adhering to a limited budget.

· Assisted with word processing projects requiring extensive output of spreadsheets and presentations.

· Provided diversified office support in areas of file management and correspondence.

(1996 – 2006)
Worked with Jayant Oils & Derivatives Ltd. Vadodara, in India as Secretary (Export Section):
· Preparation of pre-export documentation

· Maintaining concessional rate of duty records (annexure-I, inputs stock register, bond register & A.R.E. 3A)

· Cenvat records, R.G. 1, PLA, Part-I & II

· Merchant export records (C.T. 1)

· Annexure – 19 & P.O.E.

· G.S.P. Certificate (Form A)

· Co-ordination with head office, Central Excise & Customs & C.H.A.

· Routine office work
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· Assisted with word processing projects requiring extensive output of spreadsheets and presentations.

· Provided diversified office support in areas of file management and correspondence.

(1993 - 1996)
Worked for M/s. Shrinivas Plates & Structurals, Vadodara in India as Office Secretary / Assistant:
· Daily office routine work

· Maintaining files & records

· Attending customers & telephone calls

· All secretarial jobs

· Maintaining petty cash & records

· Maintaining staff records and pay roll
Personal Vitae
Nationality           : Indian     

Sex

         : Male

DOB
         : 06-11-1970

Marital Status       : Married

  HOLDING (U.A.E.) VALID DRIVING LICENSE : License #  - 1861553
Languages known: English, Hindi, Malayalam, Tamil (to R/W/S)

I Vinod Kumar, hereby declare that the above given information is true and correct to the best of my knowledge & consent. 
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