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9 Years UAE Experienced. Having valid UAE Driving License, on visit. Looking  for suitable post.
Career Objective
Intend to build a career in leading corporate environment with committed & dedicated people, which will help me to explore myself fully and realize my potential to work as a key player in challenging & creative environment.
Knowledge & Skills
· Work experience in United Arab Emirates and India
· Secretarial / Administration / Asst. Public Relations Officer / Co ordinator / Accounts / Sales / Sales coordinator / Customer care service / Receptionist / Data Entry Operator/ Store Keeper.
· Knowledge about all kind of Auto, Industrial & Decor Paints
· Computer literate Windows 2000/ XP / Vista / Windows 2007 / Windows 8  (MS Word, MS Excel, MS Power Point, FoxPro, C, C++, Visual Basic and Internet)
· Accounting Softwares Quick Books & Tally

· Good written and verbal communication skill in more than Six languages and with ability to influence others.
· A pro-active team worker capable of working on own initiative and meet strict deadlines.

· Fast learner with ability to adapt quickly

· Team player with good leadership and proactive character .
Work Experience

Worked as Sales Co-ordinator & Accountant at Ali Humaidi car Paints Trdng. Dubai, UAE From August 2013 -to October 2015
Roles & Responsibility

· Preparation of LPO/ Proforma/ Invoices
· Efficiant Communication with suppliers and customers
· Assisting sales team with all sales related matters
· Preparing timely reports
· Sales & Technical support of Auto, Industrial & Decor Paints to the customers
· Maintain & Control entire Sales & Accounting activities of the company.
· Worked as Office Administrator cum Accountant at M/s Cleanway Security, Dubai from March 2007 – to March - 2012
Roles and Responsibility

· Office adminstatration and secreterial activity
· Maintain and control entire accounting activities of the company and its associate business
· Arrange meetings, prepares minutes of meetings and appoinntments
· Documentation control/filling system and monitors incoming and out going mails 
· Handle the recruitment, CV Screening; arrange interviews, short listing and so on

· Preparation and maintenance of payroll for more than 200 employees.

· Responsible for managing the transportation for the Labors

· Experiences in invoicing, receivables follow up and correspondence with clients.

· Responsible for leave processing and attendance of the employees

· Maintaining employee personal files, making sure all sensitive documents are in place.

· Human Resorce Administration.

· Track employee probationary periods and Expiry of Labor Cards, Health Card and visa expire etc.

· Handle employee queries on HR & personnel issues.

· Responsible for company vehicle registration renewal.

· Ministry of Labor & immigration works in coordination with PRO. 
· Preparing all the papers and applications for the Bank, suppliers, payment and receipt vouchers as well for the staff needed.
· Worked as Salesman & Store Incharge at Al Farrage General Trading Co LLC, Ras al Khaimah, U A E  (December 2006 - February 2007)
Roles and Responsibility

· Marketing and Merchandising of Building materials, maintaining recoveries.
· Responsible for the in and out of goods
· Proper paper works and data entry in the system
· Daily Report to the General Manager

· Worked as Computer operator cum Cashier M/s K. M. K. Associates, Re Distributors of Cadbury India LTD, Kollam Dt., Kerala, India ( May 2002 – October 2004)
Roles& responsibilty

· Cashier, English Data processing, Office correspondence, book keeping Collecting the orders from customers, making sales invoice, delivery note and arranging the delivery to the customer, keeping customer credit details.
Educational QualificationS
· Post Graduate Diploma in Computer Application from Data Tek Institute of Computer Technology (Kerala)

· University Graduate - Bachelor of Arts from Kerala University, India 

· Front office Operations from All India Institute, Kerala
· Pre degree In Arts from Kerala University, India
Acheivements and Awards 

· Inter collegiate Mimicry winner represented for Sree Narayana collage, Kollam, Kerala
Personal Data 

Date of Birth

   :  11 May 1980
Father's Name                :  Shajahan H
Nationality

   :  Indian
Passport No                    :  K 9770596
Visa Status                    :  Visit Visa 
Marital Status
    
   :  Married
Religion

   :  Islam
Driving License
   : Valid UAE Driving License Exp. 01/04/2025 
Language Known
   :  English, Arabic, Hindi, Urdu, Tamil & Malayalam 
Visited Countries 
   :  United Arab Emirates, Sultanate of Oman, Kish & Qshem Islands in Iran
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