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AREAS OF EXPERTISE                      PERSONAL SUMMARY

              Administration / Logistics                      A highly-organized administrator with proven                                                                                              office management skills and capable of taking a lots of                                                                               initiative and able to deal with people at all levels 

IT Skills                                                  and competent enough. Experience of organizing and                                                                 supervising of the administrative activities in a busy office                                                                 environment, all within budget and to tight timescales.

                                                             
 Equality & Diversity Issues                   Knowledge of handling inbound and outbound shipments,                                                                   tracking of shipments and coordination with shipping                                                                  companies, forwarders and clearing agents, looking for a                                                                  suitable position in a reputable company.

                                                                WORK EXPERIENCE 
 Staff Performance
                                                                Al Zaher General Facilities Supply LLC
                Budget Control                                      Logistics Coordinator Sep 2012 – Present

 Professional                                           Overall responsibility for the smooth running of logistics.                                                                              Making sure that all import goods receiving are correct, if                                                                 any difference found then arranging to inform the supplier  Personal Skills                                        immediately for recovery of missing items.

Leadership Ability                                 Duties: Producing documents, briefing papers, reports                                                                                and presentations. Experience of managing a team of up  Pro-active                                              to 4 staff members. Organizing and maintaining diaries                                                                        and making appointments. Staff administration including                                                                holiday and sickness tracking.
Communication & Team Work Skills    
                                                                               Organizing meetings and ensuring senior managers are                                                                                well prepared for them. Maintaining & developing the                                                                                office filing systems both on paper and computer. To                      PERSONAL DETAILS                           identify, plan and execute implementation of new                             




       business streams. Ensuring that any concern or                                                                               
       complaint is dealt with appropriateness. 
                                                                                  KEY SKILLS AND COMPETENCIES 
                                                                                  Leading by example, providing clear management and              DOB: 20/02/1968                                         leadership. Good office management skills and                           UAE Valid Driving License: Yes,               computing skills. Organizing maintenance of systems,              Nationality: Indian                                       document records, space management, etc. Self                                                                                   motivated with the ability to work with own                                                                                   initiative. Ability to come up with own ideas to take the                                                                                   company forward. Experience of forward planning and                                                                                   team management. Able to motivate a team and have                                                                                   excellent people management skills. 
                                                                                  Experience of managing, updating and maintaining                                                                                   employees’ performance record.
UAL
                                                                                    Preparation of monthly report on office progress,                                                                                      identifying areas of concern or improvement.  

                                                                            Booking of shipments and follow up with Shipping                                                                                   Lines, Freight Forwarding Companies and Clearing                                                                             agents. Arranging quotations from 3-4 companies                                                                             before finalizing.

                                                                            Booking of containers, placement of containers and                                                                             execution of work on time regarding Import and                                                                             Export shipments.
                                                                            Obtaining original documents from the suppliers on                                                                             time.

                                                                            Providing original documents to clearing agents and                                                                              arranging D/O to collect the goods.
                                                                             Arranging of vehicles for collection of goods,                                                                              providing registration number to the concerned                                                                              clearing agent for getting the Gate Pass to enter the                                                                              vehicle into the port area.

                   Academic Qualification

     IGNOU, Dubai, UAE                                                                              2009-2011

     Master of Business Administration

     Specialization in Marketing

     Patna University, Patna, India                                                                 1991 – 1993
     Master of Arts in English Language and Literature

                   I T Skills

                   Proficient in the use of MS Office, including Word, Excel, PowerPoint and Outlook as well as                       expert in various web based email packages and the Internet.
                  Career History
                  Alutrade LLC (Aluminum Accessories)                                                     2010 – 2012
                  Near Hamarain Center, Dubai, UAE

                  Sales & Administration Manager
    Mona Trading (Woodworking Division)                                                     2007 – 2009
                  Airport Road, Dubai, UAE,

                  Sales Executive
                  Al Rams Group of Companies                                                                      2003 – 2006
    (Electronics & Home Appliances Division)                                   

    Baniyas Square, Dubai, UAE

                  Sales Executive
                  Interests: Reading, Internet Surfing, Watching Television and fond of long driving.
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