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        TANVEER 
 


  Abu Dhabi, United Arab Emirates



Email Address: tanveer.330573@2freemail.com 
CAREER OBJECTIVE: 




                  




Be able to join in a professional organization where I can be utilized by a progressive and innovative company where my knowledge and skills can be applied and will allow me to offer others the benefit from my expertise & experience my specialties in the fields of sales, administration/office tasks, and customer service of the company’s organizational goals.

SUMMARY OF QUALIFICATION: 




                  



Total of (6) years’ experience in documentation support (Local/International). Advance knowledge in computer application, Networking and Computer skills proficiency in Microsoft Office (Word, Excel, Excess Outlook, and Power Point) Excellent written and communication skills in English, Willing to work in complex environment projects. My Experience and knowledge have prepared me to take on more responsibility, Excels at multi-tasking in a fast-paced environment, completing projects within time and knowledgeable in Office functions.

WORK EXPERIENCE: 
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Company: AL RYUM GROUP OF COMPANIES
Employment Period: December 26, 2010 – present
Department: Transportation
Designation: Logistics Coordinator / Transport Officer (Abu Dhabi & Dubai UAE)
JOB SYNOPSIS: 
· Sorts and routes incoming materials may require computer and data entry skills. File records of office activities, business transaction and other activities.

· Implementation of Transport policy approved by the management. 

· Propose improvements in the existing transport system.

· Ensure that proper inventory of all components of vehicles are maintained and checked frequently.  

· Ensure that the maintenance, oiling and servicing schedule of the vehicles is followed.

· Keep records/ history of drivers and accidents.

· Maintain duty roasters of drivers, cleaners and mechanics.

· Arrange for re-training and re-certification of drivers and registration and re- certifications of vehicles.
· Be responsible to implement the pick &drop schedule of Laborers and staff from and at the prescribed bus stops.
· Arrange safety certificate to all drivers, operators and equipment to third party.
· Performs basic clerical tasks. Operates basic office equipment.
· To provide and maintain a high quality/customer focused document service. 
· Process maintenance requests from the Clients.
· Ensure that the requested documents have accurate quantities properly arrange and distributed on time.

· Support and Assist the Clients in compiling and preparing confidential correspondences.

· In constant communication & support with the Document Controller.

· To ensure that all documents are accurately encoded and retrieved the system in all efficient manner.

· Entering data using the (Enterprise Resource Planning) ERP software.

· Operate office machine, such as photocopier and scanners, facsimile machine and personal computers.

· Review files, records, and other documents to obtain information to respond to request.

· Troubleshoots problems involving office equipment, such as computer hardware and software.
· Answer telephones, direct calls and take messages.
· Providing information from supervisors and co-workers by telephone, in written form, e-mail, or in person.
· Handles dispatch of all the fleets, drivers and operators.
· Coordinating all the PM’s for any urgent requirements from the projects.
At least 6years’ experience in handling Transport services and HR Department of any reputed organization.
	EDUCATIONAL BACKROUND


· Al Asar Academy Usterzai Payan Kohat 
:
SSC
 2005
· Al Asar Academy Usterzai Payan Kohat
:
HSC
 2007

	PERSONAL BACKROUND


Date of Birth
   :     01-May-1988    

Age

   :     27

Gender

   :     Male

Marital Status
   :    Married

Nationality           :     Pakistani

Languages            :    Urdu, Arabic, English (Fluently) Hindi 

Visa                      :    Transferable Visa

	HSE SAFETY CERTIFICATES


· (Certificate of OSHA) Construction Industry Safety And Health Standard 29 CFR 1926(UAE)
· (Certificate Of Safety Inspector From Descon Training Institute & Company Pakistan)

· (Certificate Of Safety Supervisor From Skill Development Council Pakistan)
· Diploma Of IT(Information Technology) 
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