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· Perform and/or direct day to day administrative tasks and assiting Customer service& Operation dept 

· Effectively handle inbound inquiries through channels such as email, phone, fax
· Develop and monitor overall operational strategies, systems, tactics and procedures

· Coordinate the coverage of the reception area during working hours at all times
· Assisting HR Dept. in visa process, preparing medical and labor contract papers, visa renewals
· Manage databases and document processes and systems implement 
· Opening jobs and preparing invoices of every shipments in the system
· Improved office efficiency by updating database and recording shipment documents, files, forms, reports and contracts
· Maintains efficient/ effective customer service at all times
· Maintaining employees data base accurate and updated
· Resolving customer’s grievances and complaints regarding invoices and other issues by referring it to concerned departments
· Coordinating with PRO with all HR staffs
· Arranging travel and hotel accommodation for Administration and senior Managers
· Ensuring compliance of shipments with Customs and other regulations by reviewing manifest, Bill of Lading, Invoices and Packing List 
· Assist and support accounts department in financial operations
· Resolved administrative and operational problems
· 

· Handling incoming and outgoing mail, including date stamping and distributing incoming mail
· Performs day to day  administrative activities and assisting Operations team
· Maintains operational activities by following policies and procedures; reporting needed changes
· Assisting Operation/ documentation Department during the absence of concerned persons.
· Facilitate business efficiency by implementing broad knowledge in technical documents,computers and     softwares
· Provided high level of support in human resources initiatives as needed
· Recorded all documents, files, forms, reports and contracts
· Sourcing and ordering stationery and other office supplies 
· Assisting for new Recruitments and selection procedures in the department
· Preparing all kinds of letters as per Company Policy like increment, promotion, transfer letter, salary certificate, experience letter, etc
· Reviewing and analyzing Customs Procedures in Exporting especially to GCC Countires
· Keeps and maintains a systematic filing for written communications and documentation, seeing to it that confidential records are secured
· Supervision  and  verification of documents attested from Dubai Customs and Dubai Chamber 

· Respond to and follow up sales enquiries using appropriate methods



· Date of Birth


:

July 28, 1987
· Nationality


:

Indian

· Gender


:

Male

· Marital Status


:

Married

· Current Visa Status

:

Visit Visa  
· Notice period


:

Immediate joining
· Language 


: 

English, Hindi, Arabic &  Malayalam 
· Reference                                :                            Available upon request
· UAE LMV License                    :

 Valid till 18/04/2022
 

Mohammed 


Administrative Officer


Dubai- UAE


Current Visa Status : Visit Visa
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Personal Profile











Experienced and versatile Administrative and Operations Officer with 7 years of working experience in UAE in leading and managing administration and business operations including Sales, HR and Customer services. I am Pro-active and results oriented Multitasking professional with over many years working experience in Customer Service, Front desk Administration and Sales. Exceptional communication and interpersonal skills enabled me to perform a wide variety of complex, confidential, technical and administrative tasks in proficient manner. Looking forward to a progressive establishment which can provide a strong and defined career path.








Contact Details





             


            � HYPERLINK "mailto:Mohammed.373486@2freemail.com" �Mohammed.373486@2freemail.com�   











Experience











Expertise











Operational and Administrative expert with an efficient knowledge of developing service procedures, policies and standards. Ability to think strategically and to lead and facilitate growth of organisation and can maintain orderly work flow according to priorities. Have also been intensely worked in multicultutal environment as an Administrative, Sales,HR and Customer service Coordinator. 








Star One Shipping LLC, Dubai -UAE


Administrative Officer (Jul 2012 - Jan 2017)
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Big Deals General Trading LLC,Dubai-UAE





Administrative Assistant (Mar 2010-Jul 2012)





 





Education











Faculty Of Commerce & Management Studies


(Bachelor of Commerce)    					                                           2006-2009


University of Calicut, Kerala, India





					                   


Management Trainee                                                                                                         2009-2010 


Accounts Firm 


Ernamkulam,Kerala-India
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