CURRICULUM VITAE

ALLEN
Professional experience:

Working with Fahmy Furniture LLC, a well reputed firm in Muscat, Sultanate of Oman since 1st May 2004 with the following key responsibilities: 

Key Responsibility:

· Providing Procurement /Administrative / Secretarial and Shipping Logistics support to Managing Director / Executive Director / General Manager.

· Ensuring smooth functioning of the office with regard to administrative and purchase jobs.

· Independently handling all daily correspondence with Local and International suppliers.

· Responsible for creating, organizing and maintaining files and other records as appropriate.

· Assisting in placing orders with various suppliers mostly from US, China, Malaysia, Europe, India, etc for product requirements.  

· Liaising with Shipping liners for getting the vessel space order bookings and follow up for timely arrival of container orders shipment.

· Effective Sales co-ordination with Sales team with regard to purchases and deliveries for clients.

· Preparation of Shipment related clearing documents for clearing from Port Customs and co-ordinating with transporter to deliver at Warehouse.  

· Co-ordinating with stores for successful goods in-warding process. Reporting to supplier for any discrepancies in goods received.

· Co-ordinate with Banks with regard to opening of Letter of Credit for new orders and Shipping documents.    

· Coordinate with various staff for operational support activities of the unit; serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems. 

· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for Management, which also include travel and lodging arrangements.

· Arranges International & domestic travel,, creates trip folders comprising transportation, reservations and directions.

· Co-ordinating with Advertising companies with SALE promotions advertisements and other print media advertisements.

· Possess excellent verbal, written communication, management and organization skills. 

· Ability to handle multiple tasks, work independently, and manage time given with frequently changing priorities.

· Ability to work effectively with clients, peers, vendors, and people with diverse cultural background.

· Ability to type 50 word per minute. 

IT RELATED WORK EXPERIENCE

Accessing Orion ERP system since 2004 for getting information on products – supplier  information detail, stock status, warehouse good inward status, new purchase order generation, etc.

Client


:  Coincap System and Services, Mumbai, India

Project Name

:  Developing ERP solutions COBOL based. 

Duration


:  11 months (Apr 2001 to Mar 2002)

Role


:  Software Development with team size 7 nos.

H/W Platform

:  Windows-NT, Intel-PIV.

S/W Platform

:  Ms-Dos 6, MF-Cobol.

Brief Details

:Coincap provides ERP solutions for manufacturing                                          organization. Job involved developing/maintenance of applications.                                                      

Client


:  Citicorp Information Technologies 

                                             Industries Ltd (CITIL), Mumbai, India

Project name

:  Client Communication System.

Duration


:  5 months (Sept. 1998 to Jan 1999)

Role


:  Software development with team size 15 nos.

H/W Platform

:  Dec-Alpha.

S/W Platform

:  Vax/Vms, Dec-C, Decforms, Dec-Rdb.

Brief Details

:  CCS is a system for Citibank’s EMEA private banking division aimed to provide a consistent and integrated picture to all clients using various products and services offered by PBG. The primary objectives of CCS is to provide a branch level solution for integrating information from various product system used to service the clients to produce a consolidated statement to the customer. Modified certain bank statement/reports as per requirements.

Client


:  Bajaj Auto Ltd., Aurangabad (MS), India

Project Name

: Porting of Material Application system from Vax-3400 to Dec-

                                            Alpha, DMRN System, Vendor Rating System, PO Rate

                                            Amendment System.

Duration


:  5 years

Role


:  Software development.

H/W Platform

:  Vax-3400, Dec-Alpha.

S/W Platform

:  Dec-Cobol, Vax/Vms, Decforms.

Brief Details

:  Job involved transferring all material application software from vax-3400 to Dec-Alpha. Modified programs and tested. DMRN system helps the purchase department to effectively keep track right from obtaining the drawings of parts of two-wheelers released by the main division to the recruitment of spare parts for the same from vendors.. Vendor Rating System facilitates to assess the vendors supplying raw materials. Developed query and report programs for vendor’s follow-up. Po Rate Amendment system helps the main division to identify the vendors who are eligible for rate amendment for the materials they supply. Developed query, reports and updation programs 

EDUCATIONAL QUALIFICATIONS

· Master of Computer Application (MCA) from Babasaheb Ambedkar Marathwada University, Aurangabad (Maharashtra State, India) in the year 1997 with 1st division marks.

· Master of Physics from Guru Ghasidas University, Bilaspur (Madhya Pradesh, India) in the year 1989 with 1st division marks.

· Bachelor of science from Guru Ghasidas University, Bilaspur (Madhya Pradesh, India) in the year 1987 with 2nd division marks.

· All India senior school certificate examinations from Central Board of Secondary Education, Bilaspur, India in the year 1985 with 2nd division marks.

· Diploma in systems development from National institute of information technology, Nagpur (Maharashtra, India) in the year 1991 with 1st division marks. 

IT SKILL SET

Total IT Experience

: 7 years.

Hardware platform

: Dec-Alpha, Axp 3000/500, As8400,

                                                        Vax-3400, Windows-NT.

Operating systems

: Vms 6.1, Digital Unix 3.2,

                                                        Vax/Vms, Windows 95, Ms-Dos.

Application areas

: Materials, Inventory, Banking.

Functional areas

:Coding, Testing, Implementation & Documentation.

Languages/Tools used
: Dec-Cobol, C, Decforms, Datatrieve.

Languages/Tools

: C++, Java, .Net, Xml and SQL 7.0.

Training undertaken

PERSONAL INFORMATION

Date of Birth


:  12th August 1969.

Marital Status


:  Married.

Religion



:  Christian.

Spouse



: Doctorate in Commerce and working as Senior






  Lecturer with a well reputed Government College






  in Muscat.

ADDITIONAL INFORMATION

· Worked on a BPO project (Data conversion). Clients from US/UK.

· I am a workaholic and believe in hard work, team-spirit and sincerity.

· Joining period notice – 1-3 months.

· Click to send CV No & get contact details of candidate
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