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Seeking a Position As a Public Relation Officer.
A dynamic and efficient individual, very flexible, hard working & committed to deliver results & strongly believes in grow as professional looks forward for an offer from a reputed organization where my experience with impressive track over 7 years well have valuable in Public Relations Officer Assistant & Operations Assistant almost all activities involves managing Sales & Marketing, Workshop - Equipment Services & Maintenance and Machinery & Equipment Rental business.
Core Knowledge 1 - Public Relations Officer
· Assist a team of 250 employees ( Group Company )
· Arranging Medical and Employment, Visit, Transit Visa and Labour Card & Immigration
· Compiles and maintains records systematically of personnel details, such as passport, visa expiry, 

· Update Trade Licenses and Tenancy Contracts. 

· Dealing Economic Department and all Government Departments
· Making travel arrangements for all employees. 
· Maintaining of employee’s data both manually and electronically. 
Core Knowledge 2 - Sales - Marketing – Operations Assistant
· Preparation of Quotations Delivery Order, Delivery Order Return, Cash Invoice, Credit Invoice and looking after timely bill collections, & Follow up of petty cash
· Maintain all records related to the Delivery of Machines.
· Timely Dispatch of Machines to the customer Site as well as providing Services.
· Good personal presentation, especially when working with team, supervisors and managers. 

· Setting of specific sales strategies for the team in compliance with the monthly sales targets. 

· Allocated job responsibilities to team members & handled customer complaints.
· Oversee company communications systems including incoming / outgoing mails, screening of 

· Telephone calls, identify the messages requiring priority attention Ensure staff motivation and 

· Have also maintained a very large client, ensures good relation with company's corporate clients. 

· Handle daily, weekly, monthly rentals and long term leases. 

· Corporate clients & other individual clients.
Core Knowledge 3 - Workshop - Equipment Services & Maintenance

· Keeping history records up to date with time to time of all equipments for future correspondence. 

· Follow up for Routine & Emergency Maint/Service and controlling all types of technical works. 

· Handling accident and breakdowns by effectively coordination with the workshop technicians. 

· Keeping track of equipments moment site by site for On Hire Equipments. 

· Attending Local suppliers for Equipment requirement and its spare parts. 

· Day to day Stock in & out verification from workshop data.

Professional Experience  
· A professional offering about 6 years PRO, Operations, Accounts & Sales Assistant in  Al Mahara Machinery & Equipment Rental LLC, Dubai UAE. (July- 2009 to till date)

· Worked as a Sales Officer in Prasad Transport, Karimnagar, Hyderabad from (January- 2006 to April- 2009)

Educational Qualification:
· S.S.C IDAARE ADBIYAT-E-URDU Times high school Karimnagar Telangana INDIA.
· and  (Hafiz-E-Quran) Madarsa Islamia Ahsan-Ul-Uloom Karimnagar Telangana INDIA.
Additional Information & Hobbies
· Holding UAE – Dubai valid Driving License
· MS Office (Word, Excel, Power Point) Internet & Email
· Playing Cricket/Carom Board/Swimming

Personnel Details:
· Date of Birth  :  29/04/1987

· Gender            :  Male

· Civil Status     :  Single

· Citizenship      :  Hyderabad ( India )

· Languages       :  English Urdu Telugu

· Visa Status      :  Employment[image: image2.png]



