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CURRICULUM VITAE
SHAMEER 



Email:  shameer.375517@2freemail.com 
Objective:

· To look for a suitable position such as Finance Manager / Administrative Manager / Operation Manager.
· To be employed in an organization so as to be in use to the establishment, as well as to increase my skills and fulfill the quest for knowledge.

Interpersonal skills:

· Post graduation in Commerce (M.com).

· Energetic professional with good communication and teaching skill.

· Adapts changes and able to learn new job and task quickly.

· Ready to work under pressure.

· Advanced administrative, Commercial and Management skill.

· Well proficient Knowledge in accounting software such as Tally , Orbit, Oracle & Ms Office.
Educational Qualification:
Mcom   From Calicut University 

ICWAI (inter) under Bangalore Chapter

Bcom    From Calicut University 

Achievements:
· Good teaching ability through Continuous training.

· Conducted and attended national seminars, projects works, Etc.

·  Updated knowledge in commerce subjects.

· Updated Knowledge in UAE Labour & Emigration Laws.
· Attend & run taxi working system under Emirates Taxi group.

Present Job in U.A.E:

· Presently working as Operation & Quality Supervisor at Al Habtoor Valtrans Limousine L.L.C , DUBAI. (22/08/2017 onwards)
PROFESSIONAL EXPERIENCE:
UAE:

· Worked as an Accounts, Administrator and Operation manager at FAST LIMOUSINE L.L.C, DUBAI. (01/11/2014 to 15-07-2017)( Emirates Taxi Group)
· From 01-05-2006 to 31-08-2014 worked as a senior accountant and fleet administrator Private Limousine L.L.C.

India: 

· From 01-01-2005 to 31-03-2006 worked as a teacher in commerce subjects at Eminent Academy Areacode, Kerala, (India).

· From 01-01-2002 to 30-06-2003 works with Kohinoor Departmental store, Bangalore,India as an Accountant,
· From 01-04-2000 to 31-03-2001works with Thompson Drugs & Chemicals Ltd, Nilambur, Kerala (India) as a Data entry Operator,

JOB DESCRIPTION

(A). Accounts Related:-

1. Compile and present detailed monthly, quarterly reports for Senior Management perusal and act as the focal point in preparing year-end.
2. Created and implemented accounting policies and practices supporting the new automated system.

3. Prepared internal and external financial and tax statements for review by corporate and external Audit Teams.
4. Played a key accounting role on various project teams ensuring mandates completed in accordance with company financial guidelines and budgetary allowances.

5. Vehicle financing application and follow up.

6. Bank reconciliation statement preparation and re payment schedule checking and Maintain accounts balances. 

7. Devised and deployed multiple cost-savings initiatives resulting to reduce the company expenditures.
8. Accomplishes accounting human resource objectives by recruiting, selecting, orienting, training, assigning, scheduling, coaching, counseling, and disciplining employees; communicating job expectations; planning, monitoring, appraising, and reviewing job contributions; planning and reviewing compensation actions; enforcing policies and procedures.

9. Meets accounting financial objectives by forecasting requirements; preparing an annual budget; scheduling expenditures; analyzing variances; initiating corrective actions.

10. Confirms financial status by monitoring revenue and expenses; coordinating the collection, consolidation, and evaluation of financial data; preparing special reports.
11. Protects organization's value by keeping information confidential.

12. Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.
13. Monitoring VIP petrol card balance and Top up accordingly.

14. Creating Salik dues creation follow up with assistant account.

15. UBER and Careem statement monitoring and compare with driver reports.

16. F3 Taxi meter driver key programming and reading .
17. Preparing daily reports to management ( driver utilization, Vehicle utilization and overall performance comparison as per daily, monthly and yearly wise)

18. Monthly staffs’ salary creation and sending through WPS Agent and follow up.

19. E-dirham card balance Top up and make control sheets.

20. Emigration online transaction account Top up and make control sheets.

21. Petty cash handling.

22. Preparing In house Audit and prepare External Audit related documents.

23. G4s collection scheduling and follow up.

24. Vehicle purchase negotiation and ordering.

25. Regular monitoring the balance of salik and petrol card of company.

26. RTA training and Test follow up with RTA Office and with drivers.

27. Avoids legal challenges by understanding current and proposed legislation; enforcing accounting regulations; recommending new procedures.
(B). Administration Work:-

28. Assisting in Hiring drivers and convincing them with new products and services.

29. Preparation of Driver Rosters , Monitoring the duty and Coordination
30. Suggesting and advising Direct Manager for the new ideas and daily issues.

31. Monitoring and follow up on P.R.O Tasks.

32. Applying and follow up visa process.

33. Emigration online visa transaction control.

34. Office Stationary order preparation and Purchasing.

35. Post Office related works.

36. Monitoring Staffs Visa, RTA Permit, Medical card (Expiry, reminders and renewal).

37. RTA related works (booking driver training, applying driver test, online RTA permission apply, RTA finance dept. related works, vehicle registration, cancelation and Monitoring vehicle expiry and online renewal).
(C). Operation Work:-

38. Managing budgets, organizing schedules & routes.

39. Ensuring the vehicles are safe and meet legal requirements, and making sure that drivers are aware of their duties.

40. Shift-wise roaster of Drivers for optimal revenue generation based on the various working target and salary schemes.

41. Coordination of the team for proper dispatch as planned including the time management, sorting out the technical issues in the vehicles in a shorter time, which could affect dispatch either at the dispatching time or after the dispatch.

42. Coordination of the team for the Quality checks / inspection of vehicles at the time of dispatch and at the end of respective shifts including the interiors / exteriors, tampering of in-vehicle equipment
43. Supervise operations, monitor drivers activities and to ensure that operators are operating safely and compliantly.

44.  Ensure customer satisfaction and monitor vehicle utilization and prepare MIS reports.

45. Receiving, checking and hand overing vehicle to drivers in each shifts.

46. Assisting in attending Guests complaint or loss and found reports and follow up with drivers and supervisors.

47. Vehicle accident claim follow up with Insurance Company.

48. F3 Taxi meter complaint fixing, Shift creation and reprogramming

49. Assisting in attending driver’s complaint.

50. Attending and coordinating group transfers from and to airport.
51. Maintain vehicle Service, fueling (VIP), and delivery records.
52. Escalate Customer Satisfaction to 100% by making timely and accurate transportation based on their booking.

53. Practice high quality customer care protocol and convey any complaints or suggession to management immediately.

54. Recorded and reconcile the daily revenue and non-revenue K.M. and make deduction form if there any mis use of vehicle.

55. Traffic Fine or any other govt. related penalties monitoring and deducting from drivers or staffs as per the time sheet.
Details of Placement work & Training:

Discipline



:
Commerce

College



:
DGM M.E.S Mampad college.

Company



:
Kalappadan Polymers, Pathappiriyam

Subject




:
An over all performance analysis of                                                    

                                                                        Kalappadan Polymers (Kerala)

Period taken for study


:
Five years

Technical Qualification:
1. Diploma in Computer Application.

2. Knowledge of Tally, Orbit , and Oracle system.
3. Knowledge of typing in English and Arabic.

      4.   Valid UAE driving License.
Personal details:
Name



:
SHAMEER 

Sex



:
Male

Age



:
36
Date of Birth


:
20-05-1981

Place of Birth


:
Kerala

Nationality


:
Indian

Marital status


:
Married
Religion


:
Islam

Visa status


:
Residents Visa

Languages Known:

English 


:
Read, write & Speak

Hindi



:
Read, write & Speak


Malayalam


:
Read, write & Speak
Arabic                                     :
Read & Write & Speak
Reference: on request
