[image: image1.png]



Curriculum Vitae






MOHD

MOHD.66586@2freemail.com  

SUMMARY 

I write to explore career opportunities. I am certain that my education knowledge should enable me to be for an interesting option. 
CAREER OBJECTIVE

Seeking a position to utilize my skills and abilities in the service centers that offers Professional growth while resourceful, innovative and flexible.
EXPERIENCE

     Company    -     DicoTech L.L.C
     Designation -    Secretary to Director.
     Period          -    July 2007 till date.
     Location      -     Dubai - (UAE).
      Job Profile-

· Self Correspondence.
· Documentation Filing. (Filing with Hard copy as well as Soft Copy).

· Route reports, letters, documents etc internally and externally
· Making various reports.

· Handling Reception.

· Dealing with Visitors and Suppliers.

· Making necessary arrangements for meetings.

· Making Client Invoice and Internal Invoice.

· Assisting in Hotel reservations/Ticket bookings.

· Taking Dictation.
· Attend to all follow-up action on day-to-day basis.
· Assisting Divisional Manager in Day to Day activity.

· Handling Confidential files.

· Checking Mails and replying them.

· Purchasing Stationery.

· Making Quotations.

· Sending Enquiry and follow up for the same.

· Checking Time Cards of Labour and preparing Payment Certificate.

· Preparing Pre-Qualification Documents.

· Preparing Purchase Orders.
· Handling Petty cash
      Company     -    M/s Pithawalla Lear Iran Kish Engineering and Construction
Designation -   Secretary to Operation Manager cum Admin Executive 
Period          -   July 2005 – March 2007.
      Location        -   Iran (Tehran).
      Job Profile – 

· Drafting Letters.

· Attending Phone calls.

· Proper Filing of Documentation (Hard copy as well as Soft Copy).

· Preparing Purchase Orders and Quotations.

· Making necessary arrangement for meetings.

· Ticket booking.
· Checking Mails and replying them.
· Dealing with Client’s and Supplier’s.

· Taking Dictation.

· Co-ordination with Sites Managers, Admin Department for Reports and other required information.
· Searching on net for required information.

· Making Appointment letter and Increments.

· Purchase for Site as per requirement.

· Purchase of Stationary for Head Office in Tehran.

· Purchase of Stationary for Sites.

· Maintenance of Office computers and furniture’s.

· Maintaining payroll of Indians.

· Follow up of Site requirement.

· Keeping all Records of material purchase for Office as well as Site.

· Handling Petty cash.

· Dealing with Government Bodies for Approval of Visa, Passport, and Trade License.
· Making schedule for vacation consulting with Site managers.

· Arranging for Necessary Stamp (Residence Stamp, Renewal of PP).
      Company       - M/s Loft (Hiranandani Groups).
Designation  - Cashier cum Customer Care Executive
      Period           -  October 2003- July 2005.
      Location 
    -  Powai. 
Job Profile-:

· Leading the Team in absence of Superior.
· Achieving Given target.
· Doing Cashiering on allotted days.

· Helping the cashier on the cash counter.

· Checking the seal of the cash counters during closing the store.
· Taking stock every week.

· Merchandising the products on the floor.

· Making availability of products on the floor.

· Dealing with customers at customer service desk.

· Helping the customer for right products.

· Interacting with merchandising team.

· Dealing with Suppliers.

· Making cashiering Schedule.

·  Making good environment by playing good and sound music.

Company      - Haiko Supermarket (Hiranandani Groups).

Designation  -  Cashier cum Customer Care Executive.

Period           -   May 2003 – October 2003.
Location       -   Powai. 
Job Profile-:

· Doing cashiering on allotted days and helping the other cashier in their cashiering.

· Merchandising the products on the floor.

· Taking Stock Take every week.

· Reporting to the Supervisor for Non-Availability of products.

· Handling customers at Customer Service Desk.

· Helping customers to find right products.

· Dealing with Merchandiser for New Products.

· Making Cashiering Schedule.

· Preparing daily report.

EDUCATION QUALIFICATION


S.S.C Passed From Maharashtra Board in the Year 97-98.


H.S.C Passed From Mumbai Board in the Year
99-2000.


B.COM Passed From Mumbai Board in the Year 2002-2003.

PASSPORT DETAILS.

Date of Issue 

25/9/2001


Date of Expiry

24/9/2011



Place of Issue

Mumbai.


Visa Status

Employment Visa.
PERSONAL INFORMATION 


Date of Birth

:
13 Feb. 1982


Nationality

:
Indian


Marital Status

:
Single


Religion 

:
Islam


Languages Known
:
English, Hindi, Marathi & Farsi.

ADDITIONAL QUALIFICATION 

·      Basic Computer Qualification from NIIT Institute. 

·       English Typing 30. W.P.M.

HOBBIES AND INTEREST 



Listening to Music, Learning new things & Playing Cricket

Self Appraisal
A self-motivated person with good communications skills and an ability to work individually and as a part of a team. Hardworking, honest & loyal towards work, co-operative & friendly.
Place    :  Mumbai

Date     :        /      /200
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