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Curriculum Vitae

NAZAR 

Dubai, UAE

C/o-Contact No
: +971-50-3718643
E-Mail
: nazar.113276@2freemail.com 

Objective: Seeking the position of Logistic coordinator in a professionally managed company, where my professional experience linguistic and computer knowledge and can be contributed effectively for mutual benefit.
Brief Profile

· Possess Dual Master Degrees

· Well – versed in Arabic - English Translation

· 7 Years of Experience

· Multilingual Asset
· Typewriting Practice: Arabic & English 

· Excellent Computer Knowledge (English & Arabic)

Translation Skills:

English – Arabic – (from and to)

Career history

1- Business Group: 
Juma Al Majid Group
position:  

 Logistic Coordinator
Duration: 

From Dec. 2006 – Till date
Duties and responsibilities:

· Coordinating the clearing procedure.
· Import & export documentation.

· Mirsal 2 & Mirsal 1 import and export declaration.

· E-clearance , making  import and export bill of entry  for air and sea

· Follow up shipping companies for arrival date and delivery order 

both air and sea shipments

· Documentation – sorting the documents - bill of lading invoice certificate or origin and packing list and forward to different departments.

· Follow up the department for original document to submit to the customs for refund the deposited amount  

· claim for duty refund for standing guarantee import for export bill of entry
· Claim for insurance and follow up for the settlement

· Preparing Statistical export statement

· Arranging for material delivery to the stores

Career history

1- Business Group: 
Darul Huda Academy, Chemmad, Kerala, India
position:  

 Administrative Assistant 

Duration: 

From April 2003 - May 2006
Duties and responsibilities:

· Filing and Document Controlling. 

· Preparing drafts, letters, reports and other documents in English & Arabic and Translation. 

· Data entry and Database keeping related to students.

· Arranging Meetings, Programs, etc.

2- Business Group:
Al Huda Association, Chemmad, Kerala, India
Position: 

Organizing Committee Chairman 

Duration:

From April 2001 – March 2002 

· Preparing drafts, letters, reports and other documents in English & Arabic. 

· Arranging Meetings, Programs, etc. 

· Filing and Document Controlling. 

· Preparing letters, other correspondence and documents in English & Arabic 

· Translating various types of documents from Arabic to English 

· Preparing letters, other correspondence and documents in English & Arabic 

Educational Qualifications

1- Post Graduation (Dual Master Degrees)
1) Master of Arts in Urdu: 

University of Madras– Kerala, India          

2) Master of Arts in Arabic: 
D.H.I. Academy, Kerala, India
2- Bachelor Degree 

1) Bachelor of Arts in Sociology: 
University of Calicut – Kerala, India
LANGUAGES KNOWN 

	Arabic
	Writing
	Reading 
	Speaking
	Translation

	English
	Writing
	Reading 
	Speaking
	Translation

	Urdu
	Writing
	Reading 
	Speaking
	Translation

	Malayalam
	Writing
	Reading 
	Speaking
	Translation


COMPUTER SKILLS

Packages:                      Oracle and Citrix, Windows (98, 2000 and XP) 

Ms Office (Word, Excel, Power Point), 

Internet and E-mail

PERSONAL INFORMATION

Present Address


: Dubai, UAE
Date of Birth 



: 25-05-1980
Sex 




: Male

Nationality



: Indian

Marital Status 


: Married

Visa Status



: Employment /Transferable 
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