Personnel Manager

Human Resource Department

Dear Sir / Madam,

I hereby submit my candidature for vacant position in your Esteemed Organization. I Mr. Bohari Yusuf am presently working for CITY TRANSPORT - ABUDHABI. Am capable of working independently, can handle pressure and possess ability of multi-tasking & carry on responsibilities. 
In support to this application and for your kind perusal, I am enclosing a copy of my Curriculum Vitae, Degree Certificate that pertained to my personal background & educational qualification respectively.
Sincerely Yours,

_______________________________________________________________________
Career Objective:

· Have strong hold in field AdministrativeManagement & Public Relations further proven my skills professionally in Operational Management of the company.

Desired Post:

· Applying for post designated to commensurate my experience.
Strengths & Attributes:

· Positive Attitude that enables to grasp and tackle new challenges.

· Objective Oriented, Innovative, Believe in achieving goals before targeted dates. Confident & highly motivated 
· Quick to learn with excellent retention capability & value time focuses on priorities, possess strong determination at deriving work from all team mates of the organization & has an excellent leadership skills

· Ability to work in stress of achievements before deadlines. 

· Lively, passionate, genuine, conscientious & believing in team work, sharing credits to achieve optimum goals objectives along with the aim to Maintain high level of customer service.

· Possess strong computer and interpersonal skills, & fluent in both Arabic Speaking and English.
· Excellent organizational skills and experience

· Excellent communication skills, impeccable telephone manners.

Academic qualification:

· Bachelor’s Degree   And   Diploma in computer office service 
Credentials:
· Valid UAE auto gear light vehicle license with UAE roads awareness.
Professional Experience: Job Responsibilities

Jalawi Mohammed Al Khatani                                                     April 1995 to December 1997
· Responsible for complete working operation.

· Responsible for dealing with all incoming and outgoing correspondence, communication, maintaining and updating an effective and comprehensive filing system, scheduling and organizing meetings and appointments, and assisting in other administrative tasks.
· Possess excellent communication skills and an impeccable telephone manner to handle all telephonic calls. 
Electrolux                                                                                     January 1998 to October 2006
· Responsible for dealing with all incoming and outgoing correspondence and communication, maintaining and updating an effective and comprehensive filing system, scheduling and organizing meetings and appointments, and assisting in other administrative tasks. 
· Handling all Telephonic Calls with Excellent communication skills and an impeccable telephone manner.                                                                                  
· Maintenance Officer responsible for allocating duties to maintenance staff and day to day maintenance of fire Implements, Infrastructure System, and managing staff capability enhancement.

· Assign work to appropriate contractors on the basis of work derived to maintain design and Infrastructure.

· Responsible for compensation and overtime benefits of the relevant staff.

Makaseb Islamic Capital (DIFC)                                   February 2006 to April 2010
Administrative Assistant / Customer Service Representative

· Responsible Customer Service representative.
· Functioning as Assistant Accountant in maintaining and co-coordinating with banks
·  Managing daily cash flow/treasury function related to banks.
· Clients Representative as to opening New client’s bank A/c for Abu Dhabi and Dubai branch.
· Coordinating on daily basis with operators for reviewing sales activities.
· Interacting with IT Professionals between Abu Dhabi and Dubai and Sharjah Branch.                                 
· Responsible for supporting the CEO and VP, meeting and greeting clients and VIPs, travel arrangements, directing calls, providing full administrative support, and ensuring the reception area and boardroom are maintained at all times.
· Ensuring working atmosphere is excellent and staff office requirements are met.
· Interaction with IT professionals based in Abu Dhabi office for Dubai office requirements.
· Interacting as HR officer pertaining to Government related operations as Employee’s Visa, Office Rent and various other governments and municipality operations.
· Responsible for accurate staff attendance. Responsible for all petty cash Vouchers and its accounts.
City Transport – Abu Dhabi




February 2011 till Date
Operation Control Center (OCC) – Despatcher.

Abu Dhabi opts for Automated Vehicle Management System (AVM) from INIT. ... System (ITCS) is allowing dispatchers at the Operations Control Center (OCC) to monitor on-board computer Copilot form the vehicle's IT-platform ... objective to increase the market share of public transportation in Abu Dhabi.

Operation Control Dispatcher: 
· Assigned service/work schedules for workers as per their area of work.

· Received work orders and tenders from superiors and dispatched them to personnel.

· Maintained continuous communication channels with supervisors and workers to sort their work related issues and doubts.

· Estimated workforce requirement and equipment needed to complete particular projects.

· Assessed requirements of personnel regarding equipment, made arrangements for same and dispatched them.

· Tracked and submitted working hours of employees to payroll department.

· Responsible for drives employment records till their resignation, termination etc, updating HR Dept with drivers daily reporting, leaves, sick leaves etc.
· Documented records for dispatches including equipment used and charges incurred to be added to the management budget.
· Responsible for accurate staff attendance.
· Maintain driver’s time-keeping records from all outstation time keepers.
· Responsible for all procedures and reports incase, of Accident and damage to Vehicles.
· Minting all reports of fuel, tickets sold etc during the routes untaken by drivers
· Co-coordinating accurately with handover reports at the end of shift.

Basic Skills/ Interest / Hobbies:

· Basic knowledge in computer operation Crystal Reports, MS Office, MS Word, MS Excel, MS PowerPoint, E-mail & Facsimile

· Passion to adventure around the world.

· Interest in Reading, Travelling, Surfing, Listening Music.

Personal Details:

· Birth Place                                                         India 
· Birth Date                                                          11/07/1975
· Nationality                                                         Indian

· Gender                                                               Male

· Religion                                                             Islam
· Language Known                                    
English, Hindi, Gujrati, Arabic & Marathi.

First Name of Application CV No: 1667256
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