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Seeking Job Positions in_
- Customer Support / Sales & Marketing Executive
- Office Administration / Finance Assistant
- Purchase Assistant
	Areas of Expertise
	
	
	
	
	

	
	
	
	
	Sales coordination & Order Management
	
	
	
	
	Customer Support
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Administrative management
	
	
	
	
	Perform petty cash management
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Work Experience
1. Customer Support & Administration Officer: 
M/S Dura-Line Middle East FZE, Dubai Silicon Oasis, Dubai- UAE – Since May 2012. 
Dura‐Line Corporation, Headquartered in U.S.A is the world's largest manufacturer of “Silicore'' Pre-Lubricated HDPE Ducts for Telecom and most diversified range of Polyethylene Piping Systems for Water, Waste Water & Gas. Dura‐Line operates 20 world class manufacturing facilities globally, and serves clients in over 120 countries. 
Job Responsibility - Customer Support
Supporting Sales & Marketing team, by attending enquiries, Techno-Commercial proposals to customers and its follow-ups. 
Preparation of tender documents and submittals according to project requirements. 
Maintaining enquiry register, Offer register and monthly BBC (Business being chased ) reports. Posting Sales Order (SOF) by SAP system after verifying the PO, for production execution. 
Sending dispatch intimation to customer / follow-up and update delivery status on time by coordinating with logistic team. 
Follow ups on receivables. 
Job Responsibility - Office Administration
Making travel arrangements such as visa, tickets, hotel bookings and transportation for guests. Manage day-to-day office operations and handling of mail, courier, phone and fax. 
Perform Cash Management functions - petty cash, collection, payables and bank reconciliations. Accounting processing done on Tally-ERP9 software and SAP. 
Processing visa for new employees and maintenance of personal data record. 
Maintain attendance register, Time Office Management and reporting to HR department. Keeping track of employee leaves; and management of Monthly payroll processing. 
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2. Asst. Accountant: 
M/s Total Alliance Investments Limited, RAK, UAE – Jan-2006 – April 2012 
A group with a turnover of AED 100 million, operations in United Arab Emirates having head office in Hong Kong. Company is engaged in the activities of mining and processing of the 
Gabro Rock to produce the aggregates which will be used for realty constructions and road constructions within the United Arab Emirates and export to Qatar & Kuwait
Perform cash management function including billings, collection, payables and banking issues. . Administrative duties include overseeing accounting and administrative personnel. 
Prepare and track accounts receivable, accounts payable, and inventory control. Handling petty cash, accounts payables and receivables. 
Maintaining debtor and creditor ledgers. 
Prepare journal entries for month end results. Prepare banking and bank reconciliations. 
Processing payroll information by Reviewed employee timecards and postings into cashbook. 
Processed new employee data and personal information in the company database for inclusion in 
payroll; noted exemptions, transfers, terminations and resignations.
3. Office Administration &Transport In charge: 
M/s Essa Al Muhaari Engineering Service, Sharjah, UAE – Nov 2003 – Dec 2005 
A group with a turnover of AED 15 million with operations in United Arab Emirates. Company engaged the activities of Man Power supply. 
4. Office Assistant & Transport In charge 
Emirates National School - Oct 2002 to Nov 2003 
Education Qualification
Degree
: BA from Calicut University, Kerala, INDIA.
Diploma
: DCA (Diploma in Computer Applications) Diploma in Data Entry & Software Operations
IT Skills
: MS Office, Tally 6.3 / 7.2 / 9.0 ,SAP
	Personal Information
	
	
	

	Languages
	: English, Hindi, Malayalam & Tamil
	

	Date of Birth
	: Feb 10, 1977.,
	
	

	Marital Status
	: Married,
	Religion : Hindu,
	Nationality : Indian,

	Visa Status
	: Residential Visa, Dubai Silicon Oasis Authority ,Dubai


Declaration
I do here by confirm that the information given above is true to the best of my knowledge and belief.
In the view of above particular please consider the application favorably and give an opportunity to work in your esteemed organization .I assure you my performance will be satisfactory and honest to the job.
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