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 Nixon.25482@2freemail.com 
Career Objective

To acquire a position with the potential for advancement involving personnel and administrative duties, use my education, training and experience towards becoming a valuable asset in your organization. 
Professional Profile

NUKOTE COATING  SYSTEMS MIDDLE EAST, JEBEL ALI
Office Administrator/Logistics Coordinator   

          July 2007 – till date
Responsibilities Included:

· Complete office administration, arranging meetings / conferences, travel itineraries, hotel bookings, general administration, company licenses, etc.

· Collate documents for renewal of Trade Licenses, Dubai customs importer code, Registration for the chamber of commerce & industry and other government bodies & ensure that renewals are done on timely basis.

· Negotiate purchase of office supplies & equipments, Supervise maintenance of office equipment, office housekeeping & develop constructive relationships with service providers.

· Prepare & collate all documentation required for the purpose of employment of new staff follow up with various government departments regarding visas and ensure that all formalities such as residence permit, Labour cards, Health cards, etc. are obtained & renewed in time.

· Negotiate corporate deals with Travel agents, estate agents for rental of offices / warehouses/staff accommodation, courier companies, etc.

· Liaising with overseas and local suppliers as well as customers with regard to their query on materials and prices.

· Negotiate shipping quotes, Insurance quotes, coordinating & liaising with shipping of materials and freight forwarders till the shipment reaches the customer.

· Collate documents like commercial invoice, packing list, certificate of origin, vessel certificate, insurance, bill of lading required by the customers for clearing the materials from customs.

· Well versed with Letter of Credit, follow up with the suppliers, freight forwarders, and insurance companies to check if documents are prepared as per L/C requirements – submit documents to the Bank.

· Co-ordinate and supervise the office services & related activities of the local office by performing the duties personally or through subordinates.

· Maintain order book, by updating it weekly showing the status of each order as well as the stages it went through and sending the report to the CEO on weekly basis.

PHONICS DUBAI (SAFARI GROUP OF SAUDI ARABIA)

Office Administrator/Logistics Coordinator 

       July 2005 – June 2007

Responsibilities Included:

· Preparation of Invoices, Purchase orders, Release orders & Payment Instructions, Bank transfers local & international, Payrolls independently. Handling Daily Petty Cash with a month end report to the General Manger.

· Administration assignments like letter drafting, incoming & out going couriers/letters/faxes/e-mail. Booking of Hotels/Air ticket/Rent-A-Car. Select venue for conferences & arrange them, arrange customer/client meetings, scheduling appointments for the General Manager.

· Dealing with Immigration Dept. for Issue of visit visa, Economic Dept. for renewal of Trade License/Chamber of Commerce certificate, Ministry of Health for medical card etc. and ensure that all is obtained & renewed in time. Collate all documentation required for the purpose of employing of new staff, apply for their visas, medicals etc as required by the respective government departments.

· Co-ordinate and supervise the office services & related activities of the local office by performing the duties personally or through subordinates. Independent correspondence with clients as well as coordination with the General Manager in all matters, especially of confidential nature.

· Liaising with company branch offices around the world.
· Negotiate shipping quotes, Insurance quotes, coordinating & liaising with shipping of materials and freight forwarders till the shipment reaches the customer.

· Collate documents like commercial invoice, packing list, certificate of origin, vessel certificate, insurance, bill of lading required by the customers for clearing the materials.

ARABIAN TELECOM INTERNATIONAL L.L.C. DUBAI (JAS GROUP of UK)

Office Administrator/Logistics Coordinator 

        May 2000 – June 2005
Responsibilities Included:
· To ensure & supervise all administrative activities that could facilitate smooth running of the office.

· Preparation of Invoices, purchase orders, Release orders & Payment Instructions. Handling daily petty cash, Issuing Cheques as well as Bank transactions local & International independently.

· Collate documents for renewal of Trade Licenses, Dubai customs importer code, Registration for the chamber of commerce & industry and other government bodies & ensure that renewals are done on timely basis

· Administration assignments like letter drafting, incoming & out going couriers/letters/faxes/e-mail. Booking of Hotels/Air ticket & other travel arrangements, arrange conferences, meetings, and scheduling appointments for the CEO etc.

· Collate documents for visit/employment visas, renewal of Trade License/Chamber of Commerce Certificate, Medical card, insurance, office/car rentals etc.

· Liaising with company branch offices around the world, collect data and report to the CEO on weekly basis.

· Liaison with the Sales department, regarding quotations, price list, product availability, out of stocks/new arrivals and shipment forecast on weekly basis etc. 

· Co-ordinate with the logistic Supervisor for timely distribution of goods.

· Maintaining customer’s database and interacting with suppliers regarding shipments of goods, update debt collection list and subsequently follow-up with the customers regarding payments. 

· Effectively handling telephone calls, enquiries, offering product information to the Local/Export customers.

· Update the management on weekly basis about the status for “Request for Quotations” sent to suppliers.

HASSANI GROUP OF COMPANIES, DUBAI

Accounts Assistant/Sales Coordinator 


        July 1995 – April 2000
Responsibilities Included:
· Writing books of accounts in Payable & Receivable departments, cheque allocation, issuing Cheques, debit/credit notes, preparing payrolls, reconciling banks and customers accounts and solving discrepancies which arise regarding payments and subsequently follow-up.

· Worked on Unix, Windows NT, Prime Systems (Mainframe), Peachtree and Orion (Accounting Software).

· Liaison with the Sales department, regarding quotations, price list, product availability, out of stocks/new arrivals and shipment forecast on weekly basis etc. 

· Co-ordinate with the logistic supervisor for timely distribution of goods.

· Maintaining customer’s database and interacting with suppliers regarding shipments of goods, update debt collection list and subsequently follow-up with the customers regarding payments.

Various Assignments in Mumbai, India

Accounts Assistant with companies like Allanasons Limited (Export House), Menezes & Cia (Pharmaceutical)





     March 1991 – June 1995
Responsibilities Included:
· Writing books of accounts, Trial Balance, Reconciled Bank/ Customers Accounts & other Accounts routine work. 

Academic Profile

· B.Com (Bachelor of Commerce)

Goa University - April 1990.

Professional Profile

· D.C.A. (Diploma in Computer Applications) (Maegabyte Computer Academy) – WordStar, Lotus & Dbase III Plus Oct.1990 – Jan 1991.

· D.S.M. (Diploma in Systems Management) (NIIT) – Programming in Cobol, Dbase III Plus, VP Planner, System Analysis and Design (SAD) 1992-1993.

· A.D.S.M. (Advance Diploma in Systems Management) (NIIT) – Unix, Unix Operating System, Internals, Shell Programming, Programming in “C”, Data Communication, Local Area Network (LAN), RDBMS, Focus, Sybase and VP Expert System’s. - 1994

· Diploma in Hardware Engineering (Galaxy Computer Education & Training Institute) – PC assembling, upgrading, Configuring, servicing & Installation of different cards etc. - 2002

· Logistics and Supply Chain Management (Zabeel Institute) - Import Export Management, Logistics & supply chain Management, Letter of Credit etc. - 2007
References

· Available on request
Nixon


Date of birth: 		May 30, 1969


Nationality:		Indian


Marital Status:	Married


Languages Known: 	English & Hindi


Visa Status:		Residence


UAE Driving Licence:	Y es
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