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Contact HR Consultant for CV No: 339671
E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 

Objective: - Seeking a position where I can utilize my skills & perform various task to help the organization grow.

Professional Experience

Company
: - Al Bandar International House For Trading Co. KSA. 

Designation
: - Office Asst. Since December 2012 till January 2015. 
Job Responsibilities

· Handling Petty Cash & updating expenses in the system.

· Preparing & Distributing warehouse & logistics staffs salary & overtime.

· Handling logistics imprest fund for shipments clearing expenses such as DO collection, Demurrage charges, Port charges, Transportation charges etc.

· Preparing payment vouchers for shipment clearing expenses & forwarding to Head Office for reimbursement.

· Maintained accurate records of the files and payments made for the services and rendered them for office use – Provided the required files on demand to different levels of managers.

· Coordinating & follow up with Head Office for payments & reimbursement of Petty Cash & Logistics imprest fund.

· Updating duty roster of the staffs in the AMPM system & monitoring daily attendance.

· Taking care of leave application, attendance records, & salary records.

· Consolidation of monthly purchase request for retail stores, warehouse & office. 

Previously worked around 8 years in the capacity of Cashier & CSA for various Retail Groups like EMARAT UAE, CITY CENTRE HYPERMARKET KUWAIT, HOME ART & BLUE TONIC.
Qualification
H.S.C from Mumbai board in 2nd grade.

S.S.C from Mumbai board in 1st grade.

Computer Skills
Diploma in computer operating covering Windows, MS-Office Tally 6.3 knows Internet & Email browsing.
Achievement
Received best employee of the month award for excellence in duty from GM of EMARAT UAE.
Personal Details

Date of Birth
: - 1st Feb 1978.

Marital Status
: - Married.

Languages known
: - English, Hindi, Urdu, Marathi & Arabic.

