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CURRICULUM VITAE
Name: Ajith
Email: ajith.293576@2freemail.com 
PROFESSIONAL PROFILE

· A result oriented professional with 4.7 years of experience in Freight forwarding (Kerala) and 3.8 years in Maintenance field (Doha-Qatar)

· A Bachelor Degree in Science from Kerala University.
· Currently working as Administrative Assistant with “AL FUTAISI TRANSPORT PASSENGERS BY BUS LEASED” Abu Dhabi, UAE.
PROFESSIONAL EXPERIENCES
· Administrative Assistant in “AL FUTAISI TRANSPORT PASSENGERS BY BUS LEASED” Abu Dhabi, UAE. From 09/11/2016 to till date.
Responsibilities: 
· Preparing & maintaining attendance & overtime in the Data base of all the employees.

· Preparing & maintaining vehicle timesheet in the Data base of all the employees.
· Receiving Incoming Telephone calls, E-mails, Faxes, Quotations & forward the copy to the concerned department wherever required.
· Receiving and processing all invoices, expense forms and requests for payment.

· Performs assigned tasks according to Company’s policy, procedures, secretarial and administrative standards.
· Maintaining leave applications and ticket entitlement of all employees. Handling and writing cheques
· Verifying calculations working with the Accounts system

· Managing petty cash transactions. 

· Checking of Receipts and Payment Vouchers.

·  Store keeper in EMCO QATAR From 13th June 2012 to 07th March 2016 under Rasgas &    Qatar gas Housing Maintenance Project at AL-Khor community
Responsibilities:
· Preparation of goods receiving note & goods dispatching note. 

· Preparation of monthly stock report.

· Maintain proper housekeeping.

· Action minimum and maximum stock level.

· Prepare stock purchase requisition for consume item.

· Replenishment of stock.

· Responsible for the receipt and issue of all the material arriving to the store with proper documentation.

· To maintain all relevant documents related to store and its periodical updating.

· To know the procedure of material rejection/vendor returns and its proper follow-up.

· Update the movable and non-moveable item.

· Creating and maintaining spreadsheets to report and analyze data.
· Update monthly stock statement.

· Update the materials return to store from various departments.
· Independently handling duty assigned by all level management level works like, data entry, accounts & other admin level works 

· Operation Executive in DTDC Courier and Cargo Limited at Kollam, from October 2009 to May 2012.

Responsibilities:

· Preparation of DSR. (Daily Sales Report)

· Checking and Verify Documents

· Data Entry Operation.

· Preparation of MIS reports as needed by management.
· Co-ordination and support to Sales team and Accounts personnel in their activities.
· Handling of DMC. (Delivery Management Cell.)

· Training and Orientation for New Comers on Freight Forwarding operations and Documentation.

· Prepare Quotations / Freight Memos / and Issue Invoices.

· Maintain Proper Records for Documentation file them in an organized way.

· Facilitate shipment status update to customers through Monitoring Movements from Origin to Destination.

· Operation Assistant in SAFE EXPRESS Cargo and Courier, at COCHIN, from  Oct  2007 to September 2009
Responsibilities:-

· Data Entry Operation.

· Support in preparation of MIS reports.
· Entering the staff wage cards.
· Entering and generating the daily sales report.

· Maintain the warehouse operation.

· Maintaining incoming and outgoing good register.

· Preparing the outgoing gate pass.

EDUCATIONAL CREDENTIALS
Bachelor Degree in Science (Kerala University)
MMNSS College kottiyam  

Kollam, Kerala (India)

Other Qualification:

Computer Operator and programming Assistant from SPMITC (NCVT) Institute for one year with 77% in August 2007
(Ms-Word, Ms-Excel, PowerPoint, Installation)

Key Skills and Competencies
· Strong organizational, analytical, self-management and goal setting skills

·  Coordinating inventory related projects.

·  Excellent numerical and logical analytics skills.

· Ability to manage multiple tasks through effective prioritisation.

· Understanding and following work rules and procedures.

Personal Details 
Date of Birth


:
31th May 1986
Nationality 


:   
INDIAN
Marital Status
             
: 
Single

Interest



:
Travelling, sporting & music
DECLARATION:
I hereby solemnly declare that all the above furnished details are correct to the best of my knowledge.

Date: 25/12/2017 

                                                                                                                                (Ajith)
Place:  Abu Dhabi
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