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PERSONAL SYNOPSIS
Seeking a challenging position, where my knowledge can be shared and enriched in the area of Transport (Fleet Management). I would like to have an opportunity to contribute effectively for growth of the organization.
KEY SKILLS AND COMPETENCIES
· Enterprise Resource Planning. (ERP)
· Comprehensive knowledge of Quick Books, Peachtree.

· Operating Systems e.g. Windows 97/2000/XP and Vista.
· Microsoft Office 2007/XP (Microsoft Word/Excel/Power Point).

· Email Operation (Outlook Express/Microsoft Outlook).

· Internet Applications.
EDUCATION

· Diploma of Commerce (D.Com) 






2000

(Lahore Board of Technical Education, Lahore – Pakistan)
WORK EXPERIENCES

M/S Al Sahel Contracting                     




May 2013 to Nov 2016

Dubai, UAE.










 

Transportation in Charge (Assistant)
As Seeking job position for Transportation in charge assistant in a growth oriented company that allows me to, showcase my potential and experience for the advancement of the organization. Looking forward to, an opportunity to, serve the organization to the best of their interest by providing all the dedication and hard work to achieve the result.

Key Responsibilities:

· Timely deployment of vehicles, machineries and small equipments as requested from projects.
· Approval programme schedule for the following day/week/month.

· Arrange/co-ordinate with plant dept (asphalt and concrete) for their requirement.

· Asset utilization by properly.

· Approval /Provide replacement for broken down vehicles and equipments.

· Timely deployment of manpower – drivers and operators to the projects.

· Controlling a team of more than 150 drivers & operators and their duty schedule, overtime, daily timesheets and their job performance.

· Vehicles, machinery monthly internal & external hire invoices checking.
· Follow up all kinds of documents according ISO standards.
External Hire:


· Arrange/ provide various type of vehicle, machineries from outside suppliers, on time to the Projects as per their requirement.
· Keep track record for hire vehicle/equipments.
· Monitoring hire machineries work performance and timesheets.
· Monitoring hire machineries fuel consumption.
M/S Abaad Al Sharq Contracting




May 2008 to April 2013                                           

Dubai, UAE










 

Accountant (Assistant)
Was hired as an Accountant to organize the accounting procedures of the company and to handle overall accounting and administrative tasks where I have successfully implemented a computerized accounting system. 

Key Responsibilities:

· Performing Routine accounting procedures.

· Monitoring the Accounts Receivable and provide the statement of accounts to initiate collection procedures.

· Management of Accounts Payable and effecting timely payments to creditors.

· Monitoring bank positions and provides report on cash flows.

· Interaction with all Suppliers in regard with firms needs orders placement and follow-up till receiving of goods.

· Preparation of payroll.

· Handling all recruitment activities.
PERSONAL ABILITIES

· Attention to detail.
· Punctual and reliable. 
· Can work without supervision. 
· Ability to cope and work under pressure.
· Good written and verbal communication skills.
· Able to work as part of a team. 
· Ability to multitask and manage conflicting demands. 
· Ability to prioritise tasks.
LANGUAGES AWARENESS
·   English, 
(Read, Write & Speak)
· Urdu,
(Read & Speak Only)
· Arabic 
(Little)
PERSONAL INFORMATION

Date of Birth

:
14thMay 1983
Gender


:
 Male

Civil Status

:
 Married
Religion

:
 Islam

Passport No            
:      
PF0150981
Expiry Date            
:      
May, 2020
Visa Status

:
Employment Visa

Nationality

:     
Pakistani




Driving license

:
Valid UAE Automatic Driving License

REFERENCES
Shall be furnished upon request
	Abdul Mateen – CV No. 1994430

To arrange interview with me, please send your company name, vacancy and salary details to my HR Consultant cvcontacts@gulfjobseekers.com Whatsapp +971504753686

______________________________________


Abdul Mateen – CV No. 1994430


Transportation In charge/Office Assistant








