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 SHAPE 



E-mail id:

Mohammed.290647@2freemail.com 
Personal Data:

Date of Birth:           

07 January 1985                               

Gender   :  Male

Nationality  :  Indian

Religion  :  Islam
Visa status  : Resident
Expiry         : 08/01/2018

	Objective
To utilize the acquired skills, knowledge and experience in carrying out a career in the industry working towards achieving organizational goals and personal as well as professional growth.
Career Summary

NOORHAN AUTO SPAREPARTS LLC 
(FEB. 5 till Present date ) – Branch In Charge Manager 

Appoint Roles & Responsibilities as In-Charge Branch Manager of the esteem Auto Spare Parts.

· Export sales executive Cum Branch In-Charge

· Achieve branch and individual targets

· Controls, manages & supervise all  staffs on their duties & responsibilities
· Report to the management daily sales , cash enrollments and statements

· Handling cash income and other transaction e.g. receivables /payables

· Maintain  all clients file and improves sales activities 

· Directing all operational aspects including distribution, customer service, human resources, administration and sales in accordance with the bank’s objectives
· Network to improve the presence and reputation of the branch and company

PAPYRUS AUTO SPARE PARTS L.L.C

(2010 OF Nov. – 2016 December) – Sales Representative /Assist accounting/Admin Secretary
 Working as an Organization at Papyrus Auto Spare L.L.C. authorize   

  Dealer of Car Spare Parts.
· Preparation and Maintain of various type of registers like Purchase Register, Sales and Journal Register, Sales & Purchase Returns, Debit Note Register , Stock Register, Post Dated Cheque,(PDC ) Register etc.
· Making On-line quotations, pricing, purchase orders, etc.
· Follow Up with clients towards receipts and payments.

· Verifying the time sheets of staff and Labours prior to submission to Account Departments.
· Typing of routine correspondence like letters, faxes, email, memos, transmittals, email to vendor and customer, etc.

· Achieve Monthly Sales target & ensure the outstanding bills are collected on time.

· Established and maintained excellent working relationships with clients and colleagues.
· Handling the Cashes and monitoring daily statements.

· Programming Parts Catalogue (EPC)



	Languages Known:

English     : Fluent 

Hindi        : Fluent                            

Tamil        : Fluent

Arabic      : Average                                          

Malayalam: Native
SKILLS

EPC Knowledge

· Toyota

· Nissan

· Mitsubishi

· Daihatsu

· Hyundai

· Kia


	  AL AMANAH AUTO PARTS : Cash/Sales Representative
(From June 2007 to Nov.  2010).
One of the leading Spare Parts Shops in Sharjah. I worked as Sales Representative with Cashier

· Managing the privileged customers of the company
· Achieving the business targets assigned in terms of sales
· Ensuring the highest level of service 
· Increasing the volume of business via online
· Made contact with potential prospects via email, phones or either in person.
· Keep track of activities of customers’ management system.

· Uses computer applications in work assignments.

· Monthly report submitted to the manager.
Educational Qualification                                                                                           

· Diploma in Hospitality and Hotel Management -India, 

          Kerala 2003 – 2004
· Board of Higher Secondary Education HSE- Commerce
          India , Kerala 2001- 2003
· SSLC /Kerala State Board- 2001
Technical qualifications

· Accounting Software: Well knowledge of Comrade System (ERP),Orison 
· Well versed with Microsoft Word, Excel, Power Point, Outlook, Windows and common computer utilities/applications.
· Ability to learn computer applications/software independently.

Personal Competencies 

· Fast learner, responsible, adapt well to changes and pressures in workplace.

· Work effectively with diverse groups of people.

· Self motivated and dedicated team player.

· Time management skills.

· Ambitious, hardworking and committed to excellence.

· Handling the complete team in the absence of Team Leads and Managers.

· Exceptional analytical problem solving and decision making abilities with diverse expertise in all aspects of office administrative and financial activities.
· Enthusiastic, friendly attitude, hardworking, a quick learner who can inspire and motivate team members, manage multiple priorities and perform under pressure in a fast paced dynamic environment
Others

· Employment status: Full time.

· References: Will be furnished upon request.




Dear Hiring Manager,
Currently I am working as Branch Manager In-charge in the organization of NOORHAN AUTO SPARE PARTS LLC. With this opportunity I was able to excel and prove my worth as a Branch Manager In-Charge where I deal with export clients. With my past 
6 more years working at Papyrus Auto Spares L.L.C for the Re-exporter of Car Spare parts, I had 10 more years experience in Export Sales and Retail, I had 4 more years experience in Assist administrative, Assist Accounts and service related work. Part of this involved managing and operating our own merchandising (wholesale and retail).
Immediate Value Offered:
· 10 years’ experience on the field and execute good camaraderie with the clients local and imports
· Develops selling and revenue share business strategies that increases consumer awareness, market  share and company profitability

· A track record of translating complex business needs into simple , exceptional online solutions and leveraging internal resources to continually meet deadlines and expectations

· Expertly in  productive relationships to achieve aggressive business goals and drive the evolution of complex concepts into achievable , simple business strategies

· Respected, passionate leadership skills managing cross- functional teams of technical, marketing and sales professionals with the drive to make those around me to strive for the highest level of excellence.

My contact information is included on my attached resume. I look forward to hearing from you and more on this opportunity.

Sincerely Yours,

MOHAMMED 
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