CURRICULAM VITAE
	Mohamed 
	



Objective:

Seeking an enduring and advancing career in BPO Industry, which could provide me a forum, to realize my core competency and potential and want to explore my experience and skills in this filed.

Total work experience 
 : 6 years 3 months
· Presently worked in Concentrix Daksh pvt. Ltd as a Transport & Facilities Admin operation executive from 2 yrs. 3 month.  

· Hutchshesion 3Global Services Pvt. Ltd. as a Transport admin Executive in 4 Yrs.
JOB PROFILE AS TRANSPORT & Facilities ADMIN:

Brief the drivers and the transport supervisor vehicle inspection. Attend the internal customer issues. Manage the transport fleet operations of the Mumbai location (Tracking and monitoring the movement of cabs) Routing and scheduling for day and Night operations, Arranging the vehicle for Manager Pick up and Drops. Taking vendors meet on monthly basis. Monitoring the night operations & Housekeeping team management. Maintaining material for uses.  
SAP (System Application Product) SD:- 

· Enterprise Structure:  Creation of Company Code, Sales Organisation, Plant, Division, Purchase Organization, Business Area , Defining Sales Offices, Sales Areas, Shipping Points, Transportation Points. Assignment of   manufacturing plants to  sales offices to sales areas.

· Master Data: Collection, Compilation and Uploading of Customer Master, Material Master & Vendor Master. Creation of Account Groups, Partner Determination and additional fields in the customer master for sales analysis, Work Center, BOM , ROUTING, Cost Center , Cost Element etc.
· Pricing:  Configuration of the Pricing structure. Pricing procedures for customers inclusive of tax calculations and incorporated condition records, and rebate types to create accruals during transactions.  Collection,  Compilation and Uploading of  Price Master..

· Sales Documents: Configuration of order types, delivery types, billing types, Stock transport orders, incoterms, shipping conditions, payment types, loading points and condition records. Used copy controls from sales documents to sales documents, sales documents and billing documents to billing documents. Inter Company billing.
Roster Management—

1. Getting the data from Ops. On time in a specific format.

2. Prepare roster file on monthly or weekly basis.

3. Preparing Transport rosters on daily basis (Drop + Pickup Roster)

4. Forwarding the roster to Ops.

5. Updating the swaps on daily basis

6. Distributing the roster to Service Providers

7. Follow up on Pickups and Drops.
Ground Operation—

    1.    Looking after the number of cars placed in order during drop time of the employee.

    2.    Looking after shortage of cars during drop time, if their then arranging the cabs from the other vendors.

    3.     Ensuring that the drops are departing on time.

    4.     Ensuring that if the last drop is of female, she is being escorted with the Security Person.

    5.     Making sure the clubbing is down proper in drop when the cabs are moving out of the premises.
    6.    Visiting the accident spot if any occurred and investigating it and sends the full report to the superiors.

    7.    Briefing the Escort person every fortnight regarding the safety of the employees.
EDUCATIONAL QUALIFICATION:

	STANDARD
	Board
	PASSING YEAR
	CLASS

	S.S.C
	Maharashtra Board
	March 2007
	Second Class 

	H.S.C
	Swamivivekanad university 
	March 2010
	First Class 

	T.Y.B.COM
	Appearing
	_
	_


Computer Knowledge:

SAP Skills


:  SAP SD
Operating Systems  


:  Windows 2000 Professional server

SAP Version

                     :  SAP ECC - 6.0
Windows
                                    :  98 / 2000 / XP



                          Hardware and Networking

Ms-Office
                                   :  MS-WORD / EXCEL/ POWERPOINT 
Internet Knowledge                            : Surfing and E-Mail.
Personal Details:

Date of Birth



:

15th July 1988
Martial Status


:

Single

Nationality



:    

Indian
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