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PERSONAL PROFILE
Enthusiastic, dedicated and hard working graduate having excellent and extensive experience in logistics and sales office administration. I am currently looking for further growth in a challenging position with a reputed organization. 

CAREER HISTORY
Sales Admin. Officer - Power Systems 
Mohamed Abdulrahman Al-Bahar LLC (Caterpillar Dealer), Sharjah - 
2007 - present

Duties involve centralized execution of orders, coordination on logistics and related sales processes.

Orders:

· Allocate purchase order numbers and maintain order register.

· Follow-up with suppliers for order acknowledgments amendments, cancellations and correction of discrepancies.

· Coordinate with suppliers on production slot reservation, required delivery, correct RTS allocations and timely shipment.

Shipments:

· Coordinate with suppliers on RTS date improvements, priority shipments for critical orders schedule load plans per requirement.

· Request for pre-booking units for early shipments.

· Review and verify container shipment rates from carriers provided by Caterpillar for US/UK/Europe/China. 

· Obtain freight quotes from Caterpillar and local forwarders.

· Liaison with shippers and forwarders on shipping arrangements, documentation requirement.

· Follow-up and coordinate with suppliers for shipping documents.

· Check shipping documents for discrepancies and get them corrected.

· Claims for overcharged freight, demurrage and other charges.

· Request for special shipping documentation for duty exempted shipments. Maintain B/L register.

· Assist branches to resolve shipment clearance problems in coordination with Caterpillar/DHL and other forwarders/Shipping agents.

· Maintain shipping and documentation issues log. Escalate issues by emails, calls or meeting with suppliers.

· Yearly volume of container shipments report.

Invoices and Payments:

· Check supplier invoices, Credit / Debit invoices.

· Coordinate with branches to get additional/special discount approval copies.

· Arrange payment to suppliers through Finance Department. 

Inventory Analyst
Mohamed Abdulrahman Al-Bahar LLC (Caterpillar Dealer), Sharjah - 
2003 - 2007

Duties -

· Caterpillar Engine, MCFE Lift Truck, and other Material Handling equipment) orders processing.

· Coordinate with suppliers on delivery, shipments.

· Supporting branches on specifications, delivery, shipping details and other related requirements.
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· Checking Caterpillar and other suppliers’ acknowledgement and invoices.

· DBS entries related to orders, shipments and sales.
· Month-end inventory /sales forecast reports.

Sales Analyst
Mohamed Abdulrahman Al-Bahar LLC (Caterpillar Dealer), Sharjah - 
1993 - 2002

Job involved -

· Caterpillar Machine, Lift Truck and attachment order processing and order changes.

· Checking order acknowledgements and resolving discrepancies.

· Related correspondence with suppliers and branches.
· Month-end inventory /sales forecast reports.

· Sales record cards submission to Caterpillar

Secretary - Parts Department
Mohamed Abdulrahman Al-Bahar LLC (Caterpillar Dealer), Sharjah - 
1990 - 1993

Duties were to prepare emails, faxes, letters, correspondence, quotations, L/C and shipping documents, Delivery Notes, Invoices and handling telephone calls.

Office Manager

Best line Trading Co., Dubai - 
1989 - 1990

Job involved managing the office, reception, telephone calls, emails, quotations, petty cash and supplies.

KEY COMPETANCIES & SKILLS
Professional:
	· Windows
	· Microsoft Office (MS Word, Excel)

	· SAP
	· DBS (Dealer Business System)


Personal:
	· Self Correspondence
	· Excellent Communication Skills

	· Good Typing
	· Trouble Shooter

	· Goal Oriented
	· Team Player

	· Organized
	· Analytical

	· Fluent English, Hindi, Urdu
	· Fair knowledge of Arabic

	
	


ACADEMIC QUALIFICATIONS
Bachelor of Arts - 1991 -1993
Pioneer Institute of Education, Dubai, U.A.E. (Delhi University)
Higher Secondary School Certification (Arts) - 1986 -1988 
The Indian High School, Dubai, U.A.E. 

Secondary School Certification  
- The Indian High School, Dubai, U.A.E. - 1980 - 1986 
- The Indian School, Kuwait - 1975 -1980
PERSONAL DETAILS

Nationality

: Indian

Marital Status

: Single

Date of Birth

: February 12, 1970

Place of Birth

: Kuwait

Visa Status

: Employer sponsored
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