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   SHAHIN 

SHAHIN.353778@2freemail.com 

	
Objectives
	

Seeking a Position in a Creative and Challenging environment where my acquired skills and knowledge will be utilized towards continuous growth and advancement of the organization and successfully deliver solutions to problems.



	























































Professional Experience
(July 2011 Till Date )












































Professional Experience
(November 2009 Till April 2011) 
	


GULF EXPERIENCE PROFILE 


GULF PERSONAL PROFILE :
 
Name				:    Shahin 
Nationality			:    Indian		
Expiry Date			:   13h March 2022



GULF WORK PROFILE  :   


Work Profile in Administration Dept.  :

At present working in a reputed CONTRACTING COMPANY in 
 K S A from July 2011 in the Administration Department as an ADMN. OFFICER in H.O. And  then from 04th June 2012 transferred to BRANCH OFFICE as an ADMINISTRATOR till date.







Responsibilities in H.O :

· New Candidates Arrival Procedure.
· Send  New Arrival Candidates to Medical Centre for Iqama Medical.  
· Collect Medical Certificate after 4 days.  Make Xerox copies and keep 
it in candidate’s File.
· Prepare Letter to INSURANCE CO. for uploading the insurance sheet.  
· Processing of New Iqama .
· Followup  with  Iqamas  Renewal.
· Followup for Employees going on EXIT.
· Followup for Employees going on Vacation / RE – ENTRY VISA    
· Medical Cards :  New &  Renewal.
· Answer phone calls, send emails to concerned Branches, co-ordinate with branch offices, and send faxes, etc.


Work Profile in Accounts Dept. (H O) - ( K S A) :
(ASSISTED ACCOUNTS DEPT. WHILE ACCOUNTS EMPLOYEE ON VACATION ) :


· Daily Petty Cash payments to Employees and others.
· Daily closing petty cash and talling the same.
· Prepare Weekly Expense Sheet and Petty Cash Statement alongwith 
Vouchers.
· Prepare cheques, vouchers and get sign. from  COM. 
· Deliver / Hand over cheques to concerned parties.
· Give Petrol slips / Statement to employees.	
· Assist.  Accountant on Salary Day.



Responsibilities in Branch Office :

· Preparation of Monthly Time Sheets received from our Clients and forwarding to H.O. every month for payment of employees Salaries.
· Now coordinating with HO on various subjects/issues on behalf of our Employees. 
· Forwarding Employees Vacation Applications to HO for approval and keeping control of their documents. 
· Keeping Employees complete Iqama and Passport list updation from time to time.
· Preparation of Weekly Petty Cash Statement of Branch Office and  submit  to H.O. for release of Petty Cash Amount for the branch expenses.
· Keeping complete record and files of our Employees.
· Independent Banking on Salary day for employees
 






Worked in a leading Construction Company in Doha – Qatar 
since November 2009 till April 2011, as a Document Controller.

Responsibilities:

· Maintaining of various files.
· Receipt & Distribution of various correspondence.
· Filing of various letters/drawings/minutes of meeting & technical notes.
· Transmittal of documents to Consultant / H.O. / Sub-Contractors.
· Coordination with H.O. for  various correspondence.
· Sending of Fax/ Receipt of Fax.
· Punching of Control Log for day to day documents.
· Preparation of all Submittal to Consultant alongwith Soft Copies.









	Professional Experience
(May 2009 Till
October 2009)
	 

Worked as an ACCOUNTS ASSISTANT in a Commercial Office Company which is a Service provider for Entertainment TV Programmes – Cable TV, Internet Services & Broadband Services also. Having 20 Areawise Branches all over Pune (India)  to cater the services to the subscribers.
__________________________________________________________________

Responsibilities:

· Maintaining Receipt Books Register/Summary Book – issue to Branch Offices.
· Vehicle Insurance – Followup with Insurance Company for Insurance Renewal of Motorcar, Two Wheeler / Property etc. Coordination with Insurance Representative for issue of Policies.
· Checking / Sorting of Cheques from Summary Sheets.
· Coordination and followup with Banks for cheques deposits/documents/statements and various challans, etc.
· Stores documents – Checking of Incoming Materials/Inward Register/GRNs and Customers’ Bills checking and forwarding to Accounts Dept. for release of payments.
· Mostly Out duty for coordination with Banks/Insurance Agencies/ Consultants, etc.












	Professional Experience
(July 1982-Till December 2008)
	
 26 Years in the ACCOUNTS DEPARTMENT of a limited company in Pune (India)
__________________________________________________________________

Responsibilities:

· Having experience of Sales documents processing and Purchase Bills passing.
· Handling of documents pertaining to Sale for onward clearance to Banks Customers, Branch Offices.
· Follow up with Banks / Branch Offices / Customers for outstanding bills payment Etc.  Independent Correspondence with Customers and Banks.
· Preparation of Hundies and LC  (Letter of Credit) documents.
· Preparation of OBC (Outward Bills for Collection ) and BD (Bills for Discounting) documents and coordination with banks for disbursement of the same.
· Keeping a computerised register for  LC  documents.
· Preparation of letters to SBI for Factoring of Bills.
· Online passing of Suppliers’ Bills in Orion system.
· Online taking of Modvat Credit in Magic System for suppliers’ bills.
· Online passing of Import Suppliers’ bills in orion system.






Academic History


	Qualification
	Year
	Board/University
	Institute

	Diploma in Business Management
	1984
	-
	Olympia Institute Of Technology

	
Diploma in Office Assistance
	1980
	-
	Olympia Institute Of Technology

	
Diploma in Microsoft Office
	1996
	-
	Data Pro

	
B.Com
	1980
	Pune University
	Ness Wadia College of Commerce




	Personal Profile
	

Date of Birth          :    24th November 1956

Gender                   :    Male
Nationality             :    Indian
[bookmark: _GoBack]Marital Status        :    Married
Date of Issue 	     :   14th March 2012

Date Of Expiry      :   13th March 2022
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