	Name:   

AKBAR 
Personal Data

Date of Birth    :  24/11/1982
Gender            : Male

Nationality       :  Indian

Marital Status  :  Married
Linguistic skills 
English(Speak, Read, Write)

Hindi (Speak)

Arabic (Speak)

Tamil (Speak, Read, Write)

Hobbies
Listening music, Playing cricket.
Traits

 Creativity, Innovative, Learning Ability.

Strengths

Self confidence, optimistic, adaptability, smart worker

 
	Objective



To work in a creative and challenging environment where I could constantly contribute to the growth of the organization and myself.

Academic Profile
· B.SC PHYSICS from Madurai Kama raj University college,  passed out in 2002 and secured 53%                                              
· XII from Syed Ammal Higher secondary school, passed out in 2000 and secured an aggregate of 75%.
Technical Skills
Technical & Computer Proficiency

 SDS- Nestle Software- All transactions and   Reports

MS  Office-    
  Excel and Word

 Experience Summary

· Working as Computer Operator  in VADAPALANI, Chennai from  JAN 2011  till now. 

· Experience in handling all Trade and Key accounts related activities including Billing/Processing of POs, Request for price amendments, Stock return, Collections, Accounts reconciliations ,   Bills checking and receiving collections from Trade Sales Reps, Standby support for Stock receipt and Loading supervision whenever needed .




Experience                                                                                                                          
	Name of the Firm 
	Designation 
	Experience 
	Key Responsibilities 

	Associated Construction &Investments Co .LLC
	Document Controller,
Dubai
	             July’2004 to Nov2006’
 G+3 Residential and commercial complex    at Al Hudaiba,  Satwa Dubai 

 Client:         :Al Ghurair Investment LLC

Consultant   :  ARK
Value            :AED 280 MILLION
	· Controlling all documents in accordance with the requirements of the company quality Manual and any related procedures.
· Establishing a system to record the receipt distribution and revisions of the documentation such as drawing material Submittal RFI Field Adjustmets forms etc
· Copy and distribute all controlled documents(Received &Identified by the Project Manager)
· Distribute the updated revision of revised documents to all recipients of the previous issue unless specifically advised otherwise.
· Ensure that all superseded documentation is either marked accordingly or destroyed
· Updating all logs and registers of current controlled documents.


	
	
	
	


 Experience                                                                                                                          
	Name of the Firm 
	Designation 
	Experience 
	Key Responsibilities 

	Associated Construction &Investments Co .LLC
	Document Controller,
Dubai
	          Dec 2006 to May 2007’

 2B+G+M+7 Fully Furnished Hotel Apartment For Star Metro Deira Dubai

Client:         :ETA STAR  Properties

Consultant   : The Frasernag Partnership 

Value            :AED 100 MILLION


	· Controlling all documents in accordance with the requirements of the company quality Manual and any related procedures.
· Establishing a system to record the receipt distribution and revisions of the documentation such as drawing material Submittal RFI Field Adjustmets forms etc
· Copy and distribute all controlled documents(Received &Identified by the Project Manager)
· Distribute the updated revision of revised documents to all recipients of the previous issue unless specifically advised otherwise.
· Ensure that all superseded documentation is either marked accordingly or destroyed

Updating all logs and registers of current controlled documents

	
	
	
	


Experience                                                                                                                          
	Name of the Firm 
	Designation 
	Experience 
	Key Responsibilities 

	Associated Construction &Investments Co .LLC
	Document Controller,
Dubai
	          July’2007 to Dec 2008 

 2B+G+M+7 Commercials Residential Buliding At Al-Muteena Deira.

 Client:         :Al Ghurair Investment LLC

Consultant   :  Arif&Bintoak

Value            :AED 120 MILLION

	· Controlling all documents in accordance with the requirements of the company quality Manual and any related procedures.
· Establishing a system to record the receipt distribution and revisions of the documentation such as drawing material Submittal RFI Field Adjustmets forms etc
· Copy and distribute all controlled documents(Received &Identified by the Project Manager)
· Distribute the updated revision of revised documents to all recipients of the previous issue unless specifically advised otherwise.
· Ensure that all superseded documentation is either marked accordingly or destroyed

Updating all logs and registers of current controlled documents

	
	
	
	· 


Experience                                                                                                                          
	Name of the Firm 
	Designation 
	Experience 
	Key Responsibilities 

	Aswin Enterprises (NESTLE DISTRIBUTORS)
	Computer Operators
	          June’2011 to Feb 2013 Till now

	· Handling the distributors 

· selling product to Retailers and Maintaining a good relationship with the retailers 

· Billing all  
· In Voice downloading
·  Current Stock Reports  

· ALL Reporting send Mail.

	
	
	
	


Declaration
I hereby declare that all the above furnished details are true to the best of my knowledge.      
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