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WASIF ALI
SYED

2.0.BOX 5525 DUBAI U.A.E

- MOB NO. 050.2524961
- EMAIL: wannzonly ws@gmail com
1

PERSONAL SUMMARY

A highly competent, motivated and enthusiastic administrative assistant with
Experience of working as part of a team in a busy office environment. Well
Organized and proactive in providing timely, efficient and accurate administrative
Support to office managers and work colleagues. Approachable, well presented
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CURRICULAM VITAE          
Gulfjobseeker.com CV No: 1435476
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
______________________________________________________________________________

                                                     
CAREER OBJECTIVE
A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. WellOrganized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people.
Possessing a proven ability to generate innovative ideas and solutions toProblems.To work with a well reputed organization and achieve the organization’s goals using my skills& efforts.
____________________________________________________________________________                     Work Experience          
April 2007 – May 2015

Skynet Worldwide Express – (Dubai, UAE)
Customer Service Executive / Key Accounts Executive and Whole Sale Division supervisor
1. Assisting customers with regards their shipments/parcel.
2. Promoted as the administration and handling the walk in customers at the office.
3. Customer oriented with an outgoing personality and experience in dealing with people of diverse nationalities and known for the ability to resolve potentially volatile situation.

4. Interact in groups and engage in intellectual discussions as well as share personal experiences and opinions. Not only a good listener but can also maintain a responsive level in communication skills. 
5. To answer incoming enquiries of the wholesale customers globally & locally.
6. Handling all wholesales customers from U.K, U.S.A, BANKOK, CHINA, coordinating with them over the phone and though E mails on daily basis to provide them excellent service.

7. Responding to customer enquiries & processing orders both over the telephone & online via e-mail & e-support web based system.

8. To ensure all quotations are up to date & dispatched to the client on same day basis.

9. Ensuring all the packages on priority to customers are delivered on or before the promised time.

10. Proactive communication with all the internal departments to ensure customer’s satisfaction.
Promoted to Dispatch Supervisor.
1. Worked in various departments as Dispatch team, handling the courier team. Trainer for new joiners.
2. Managing all international and local collections (pickups).

3. Managing a team of more than 120 couriers and 25 data entry operators.

4. Coordinating with couriers, customer service and all international offices all the time.

5. Responsible for the warehouse security and accountability.

6. Preparing daily performance reports for Management Group.
7. Replying more than 500 internal and international E mails.

8. Reporting directly to Regional Director and to send him daily report
9. Ensuring the efficient running of administration and office procedures.

10. Monitoring and tracking the flow of goods into the warehouse.
June 2004 – April 2007
EMIRATES VALUABLES (TRANSGUARD)   
Dispatch Assistant (Assistant Team Leader)

1. To assist the Transguard Dispatch Team Leader with documentation & dispatch of crews & vehicles for the distribution and collection of valuable cargo.

2. Monitor & control the collection, storage & distribution of all valuable cargo in order to ensure that the same is secure at all times.

3. Monitor all documentation in order to ensure that the required information is accurately & correctly filled as per the Cash in Transit (CIT) and Cargo Terminal procedures.

4. Customer service orientation, effective communication, interpersonal ability, attention to detail & quality, organizing for results & teamwork.

5. Breaking down of incoming Media

6. Building up of Dubai Media along transshipment Media.

7. Daily stock inventory.

8. Preparation of daily reports & monthly discremency reports.

9. Manifesting Flights & preparation of Airway Bills.

10. Completing task within stipulated time.
_____________________________________________________________________________________
Educational Qualification

	Sr. No.
	Year of passing
	Course
	Board/University

	1
	1999 – 2001
	Bachelor of Science Information System 
	Mishigan International College(Lahore-Pakistan)


IT Skills:

Operating Systems
:          Ms Windows
Packages

:          Ms Office, Excel, Word
___________________________________________________________________________________

Awards Received:

Have completed courses conducted by Transguard at Emirates Aviation College:
1. Intro to Civil Aviation. 

2. Cargo Products Knowledge & Induction.

3. Dangerous Goods Handling (DGR).

4. Special Aviation Security.

___________________________________________________________________________________

Personal Information

Date of Birth                         
:       
15th-June-1982
Visa



:
Visit
Marital Status                                 :         
Married
Children’s


:
One
Nationality                          
:          
Pakistan
Language Fluency               
:        
English, Arabic, Urdu, Hindi &  Punjabi
License 



:
Holding valid UAE driving license
Professional Interests

:
Customer Relations, Sales & Marketing

_____________________________________________________________________________________
Declaration
I do hereby declare that the above mentioned details are true and correct to the best of my knowledge and belief. I promise you that if I am appointed for the post, I will try my best to discharge my duties diligently.

_____________________________________________________________________________________Reference

· Will be furnished upon request.
