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              Email:ariff.348785@2freemail.com

Carrier Objective: 

               Looking forward to join a proactive organization in which I can contribute to the growth of the organization and
 One that offers me scope for professional advancement. 
Academy Qualification: 
             B.B.A (Bachelor of Business Administration, Bharathidasan University) 

             Year 1996 – 1999 Arts College Tamil Nadu, India. 
Software’s and computer skills: 
· Well Knowledge of O’Neil software (RSSQL), Metro Manager Software (SQL), VCK software (SQL) and Crystal Report 9.2 Version. 

· Proficiency in Ms Word, Excel, Outlook, and Power Point.
             Strong skills in Email Internet.
Experience 
             Summary: Over 10 years’ experience in the Records Management field handling more than 500 companies
             Clients all over UAE. 
Metro file & Info fort in UAE (Subsidiary of ARAMEX) 
Position: Operation Supervisor 
Address: Jebel Ali Free Zone, Dubai, UAE 

Since April 2004 – to May 2015 
Job Responsibility: 

· Completed Jobs Work order verifications & amendments for Invoicing
· Exceptions checking on data base and clearing


· Run the Query -Index Report (Proof List) whenever required by client 
· Required details are importing and exporting from data base server for customer as per client’s requirements.
· Maintaining customer files database in Excel and updates the index as per client’s requirements. 

· Data should be entered with 100% accuracy. Monitor and Quality Checking for all the data’s are encoded in the system correctly. 

· Acknowledging the newly collected and advice the Data Entry team to do the data encoding on system based on the matrix form. 

· Printing box/file barcode labels for all customers, and internal team purpose 
· Assign the barcode range for the department and warehouse location. 

· Monthly reports generated from the data base for (storage, packing and collection, box intake and monthly retrieval reports) to accounts for monthly billing to customers
· Arranging barcode labels and transmittal form & matrix form for newly signed customer to arrange the packing & Inventory/collection as per the SOP/SLA. 

Warehouse: 
· Appointed as the Authorized personnel to access the restricted Warehouse. 

· Monitoring movement of documents deliveries from the Dispatch Area. 

· Authorizing to receive all confidentiality (inbound& outbound) deliveries.
· Defining warehouse permanent location for storage boxes in different customers.
· Monitoring the warehouse for any unexpected incidents inside.          
· Responsible in retrieving customer documents and coordinate with logistics to delivering the document as per agreed time with client. 

· Weekly Audit in all the departments’ related jobs are done accurately, if any error rectified immediately. 
Leadership Skills: 
· Dealing with senior management for decision making like – creation of new requirements, Quote contracts & charges. 

· Training to all the delivery & collection staffs for safe driving and monitoring on regular basis. 

· Managing separate long term and short term deliveries. 
· Required Materials ordering for daily operational needs from suppliers ( barcodes / plastic pouch / seals / booklets )

ICS-Indian Cargo Services - India
Position: Administrative Assistant 

Since March 2000 – up to August 2003 

· Responsible for executing the opening & closing procedures for the reception area. 

· Manage multiple-line phone system, providing fast efficient service to client inquiries. 

· Responsible for scheduling meetings for all employees; escorts visitors to staff members’ offices, along with provides hospitality service arrangements as requested by staff.

· Compose and distribute inter-departmental memorandums (e-mail, documentary and voice) ensuring timely delivery and receipt of important information while at the time maintaining confidentiality. 
· Sort incoming & outgoing mail. (Manage courier services and shipping and receiving) 

· Provide Administrative Frontline for managers and supervised assistants. 

· Maintain conference room reservation schedule. 

· Facilitate emergency response procedures. 

· Provide coverage for the receptionist area as needed. 
Typing documents and distributing memos, Handling incoming / outgoing calls, correspondence and filing ,Setting up                    and coordinating meetings and conferences, Updating, processing and filing of all documents.. 
Personnel Details: 
            Data of Birth


 : 04-June 1979 

            Nationality


 : Indian 

            Status



 : Married 

           Visa Status


 : Visit Visa 

           Spoken Languages

 : English, Hindi, Urdu, Tamil 

           UAE Driving License

 : 1200748 / Exp Date: 29th Oct 2017 
           I hereby declare that the above information is true to the best of knowledge and belief. 
           K. ARIFF KASSIM KHAN 
