Office Administrator Curriculum Vitae

Mohsin
Contact Details
Mobile: Whatsapp +971504753686 / +919979971283
Primary Email:  mohsin.308161@2freemail.com 
Profile
Having versatile Junior Management job Experience in Office Administration, Front Office, Store Management, Inventory Control, Warehousing, Documentation and Archives Management besides Proficiency In Business Communication in English. 

CAREER OBJECTIVE

A challenging position as an Office Administrator at a reputed firm, which will allow me to leverage my talents and experience and enable me to acquire new abilities and optimize my career path.
Work History

Office Administrator -  FuGen Co., Jubail, K.S.A.         June 13 – April 16
Responsibilities:
· Coordinating preparation of reports, presentations, memorandums, proposals      and correspondence 

· Analyzing data and identifying solutions
· Assisting office staff in maintaining files and databases

· Assigning jobs and duties to office staff as needed and supervising them
· Monitoring office operations and managing staff schedules

· Tracking office supply inventory and approving supply orders

· Assisting in the preparation of department budgets and expenses

· Composing and distributing inter-departmental memoranda ensuring timely delivery and receipt of important information

· Acting as a resource for other staff members
· Managing team performance and progress
· Enforcing all company approved policies and procedures
· Constantly looking for ways to improve processes
· Completing team-related paperwork
· Implementing new initiatives and making sure all staff understand them.

· Giving prompt and accurate information on individual staff member performance.

· Ensuring a clean, safe and friendly working environment.
Document Controller - Arabian Bemco Contracting Co., K.S.A.  June 11 – April 13 
Responsibilities:
· Coordinating with all departments of the company to make sure that all documents are kept in the right place and in the right department file archive.

· Ensuring that all documents have no errors in filenames, submissions, etc. before submitting it to the next department.

· Preparation of all documents to make submissions early.

· Ensuring that all corporate documents are well checked and submitted on time prior to the documents submission due date.

· Editing documents that have typographical errors and other types of errors that may lead to the disqualification of a document.

·   Receiving, circulating and recording all incoming and outgoing faxes, emails and hand deliveries.

·   Ensuring sequential numbering system in outgoing correspondence.

·   Maintaining highly secure, confidential, systematic filing system and filing department wise, year/month/date wise.
Document Controller – Metrofile (KSA), Dammam, K.S.A.          Oct 09 - May 11                                                

Responsibilities: 

·  Ensuring quality formats are being used adequately for correspondences, submittals, transmittals to clients, consultants, subcontractors and within divisions and departments.

· Directing and maintaining current and archive filing systems with hard/soft copies.
· Maintaining documentation for projects undertaken by Contracting Division using the project numbering system for easy traceability and proper filing (soft and hard copy).
· Using department databases to manage, track and control issued documents.

· Filing and maintaining the latest revision status of Documents/Drawings in the Master File.
Sales Coordinator - KNR Constructions Limited, A.P, India        Mar 06 - May 09                                                      

 Responsibilities: 

· Processing quotation requests and orders from Customers.

· Providing customer service and sales support to clients.

· Ensuring the sales month-end report is accomplished and submitted on time.  

Librarian - Andhra Pradesh Urdu Academy, A.P, India              Jun 00 - Feb 06
                                                

Responsibilities: 

· Administration, Reference and Information services and Archives Management.

· Creating and maintaining booklists. 

· Processing and maintaining magazine and newspaper collections. 

· Analyzing patrons' requests to determine needed information, and assisting in furnishing or locating that information
Secretary - Navata Road Transport, A.P, India                     Jan 93 – May 00 
Responsibilities: 

· Organizing, sorting and assigning mail distribution for all the employees.

· Handling all official company correspondence efficiently.

· Typing entire company documents and correspondence.

· Scheduling meetings and appointments.
Education
B.A. -- Andhra Loyola College, Vijayawada, India                        May 90
Skills & Competencies

1. Business communication in English

2. Office administration

3. Documentation

4. Store Management

5. MS Office

6. MS Access

7. MS Visio

8. MS Project

9. Strong organization and analytical skills

10. Excellent interpersonal skills, team building skills, office etiquette and phone manners

Other Personal Details

Nationality
:
Indian

Religion
:
Muslim
Date of Birth
:
30-08-1966
Gender
:
Male

Marital status
:
Married

Visa Status
       :
Visit Visa

