[image: image1.png]Curriculum Vitae &
1




Riyas 

[image: image2.png]


[image: image3.png]



Contact Number : +971504753686

Riyas-

404150@2freemail.com 
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CAREER OBJECTIVE
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To build a long - term career in logistics, shipping, administration, coordination and operations that offers professional growth and continuous learning opportunities.
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PROFESSIONAL QUALIFICATION
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Bachelor of Commerce
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Kerala University, India
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2007-2010
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SKILLS
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· Excellent Communication
· Computer Literate
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WORK EXPERIENCE

[image: image24.png]


[image: image25.png]-amazon..
N~




Amazon.ae
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November 5, 2016 – December 6,2021
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Logistics Coordinator
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· Responsible for monitoring material transported and delivered for timeliness and legality.
· Assist in loading/unloading, sorting, and stocking, and packaging merchandise and orders.
· Responsible for the review, verification, and reconciliation of shipping documents.
· Provide support in completing paperwork and documentation.
· Carry out clerical work, including typing, proofreading, and editing documents, correspondence, and reports for the logistics department or assigned.
· Responsible for entering data into spreadsheets from multiple sources, as well as verifying input and calculations.
· Provide support in the maintenance of electronic filing system for administrative documentation that guarantees swift retrieval of requested documents.
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Al-Khodari & Sons Company / SK Engineering & Construction Co. K.S.A
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September 2012 – April 2016
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Administrator
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· Reports of the accountant for providing all accounts services to the department.
· Maintain the files and control logs as required by the project.
· Typing of site documents, and follow up of all the site needs.
· Make salaries for Staff and Workers.
· In-charge for Pay-leaves for Staff and Workers.
· In-charge in handling petty cash for site expenses.
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Al-Kadi Motors. K.S.A
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October 2011– August 2012
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Counter Sales
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· Welcomes customers by greeting them; offering them assistance.
· Directs customers by escorting them to racks and counters; suggesting items.
· Make Inventory of stock.
· Advice customer on substitution or modification of parts when identical replacements are not available.
· Receive and fill telephone orders for parts.
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	PERSONAL DETAILS
	
	

	Date of Birth
	:
	December 11, 1989

	Nationality
	:
	Indian

	Marital Status
	:
	Married

	Visa Status
	:
	Visit Visa

	Languages
	:
	English, Malayalam, Hindi, Arab and Tamil
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