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OBJECTIVES:
Seeking a position as an Operations Assistant with Best People’s Facility utilizing administrative support skills and clerical acumen to provide executives with more time to manage their own work.
PROFILE:
· Have overall experience of 5 years in OPERATIONAL ASSISTANT MANAGER in UAE.
· Good working skills in MS Office Applications. 
· Well experienced in providing customer service & support to clients and handle general administrative tasks. 
· Qualified with Master degree in Marketing. 
· Independent, self-motivated, able to take responsibilities & work well under pressure.
· A good team player with demonstrated ability to learn quickly & apply the same effectively.
· Highly resourceful, with an ability to organize and prioritize multiple tasks. 
· Excellent communication & interpersonal skills.
· Ability to establish a strong collaborative relationship with individuals and across the organizations.
· Effective verbal and written communication skills with the ability to present ideas clearly and concisely.
EMPLOYMENT HISTORY:
Name of Employer
            :  AJ World Cargo DWC.LLC

Period of Employment

  :  March 2014 to Still doing.




Designation

            :  OPERATIONAL MANAGER UAE

Duties and Responsibilities    : OPERATIONAL MANAGER
· Import & Export
· File the documents and make necessary entries in the books and Computer.
· Cargo acceptance and Handling.
· Provide efficient support and track all cargo movement.
· Prepare necessary documentsfor cargo moving.
· Ensuring current airway bills with the cargo are transfer to particular destination to evade delay during custom check at the destination.
· Segregation of shipment according to the consisting major airlines like EK,SQ,EY and UL etc and locate in concerned airlines locations.
· Communicating and maintain proper flow of process set management with various operational departments within the company.
· Import discrepancy handling.
· Good knowledge of basic airport services and communication and Public relation; Customer services; Team Management and Organization Skills
Name of Employer
            :  Fashion Forever Garments.
Period of Employment

  :  January 2013 to February 2014.



Designation

            :  OPERATIONAL ASSISTANT
Duties and Responsibilities    : OPERATIONAL ASSISTANT
· Import & Export

· File the documents and make necessary entries in the books and Computer.

· Cargo acceptance and Handling.

· Provide efficient support and track all cargo movement.

· Prepare necessary documentsfor cargo moving.

· Ensuring current airway bills with the cargo are transfer to particular destination to evade delay during custom check at the destination.

· Segregation of shipment according to the consisting major airlines like EK,SQ,EY and UL etc and locate in concerned airlines locations.

· Communicating and maintain proper flow of process set management with various operational departments within the company.

· Import discrepancy handling.

· Good knowledge of basic airport services and communication and Public relation; Customer services; Team Management and Organization Skills.
Name of Employer
            :  Asian Optical

Period of Employment

  :  December 2009 to December 2012
Designation

            :  Merchandising.
EDUCATION:
· Master in Marketing (MBA) PIMSET University Lahore.
· Bachelor of commerce (B.COM) Punjab Group of College Sialkot.
· I.Com Punjab Group of College Sialkot.
· Matric  City Public High School Sialkot.
COMPUTER SKILLS
· MS Word, Excel Basics
PERSONAL DATA:
Date of Birth


 :  22nd Jan 1989
Marital Status

           :  Single
Languages Known

 :  English, Urdu, Punjabi.

