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CURRICULUM VITAE

OBJECTIVE:

To work in a challenging environment that would lead to the fulfillment of both corporate and personal goals. I aspire to occupy a responsible and challenging position in your organization.

CAREER ACHIEVEMENTS: Having started working at a young age, actual career growth occurred in Gargash Enterprises, where I started off as a Timekeeper and step by step achieved the post of Central Warehouse in Charge through sheer hard work and application.     

ACADEMICS: 

· B.A. in Economics, Mathematics & Statistics

· Diploma in Front Office Management

TECHNICAL QUALIFICATION:
· Craftscourse in computers: MS Office, word, Excel, Powerpoint, Tally 9

· Working knowledge of AS400, Auto Kerridge. Oracle etc.
· Undergone accounts training with Y. R Shetty & Co, a Chartered Accounting firm.
EXPERIENCE:  Over 33 years of professional experience in different capacities 
From March 2016 working as an Administration and Liason Manager with a real Estate   company Dubai.
            Responsibilities:
HR and all administrative work, arrange interviews, offer letters, Visa, staff medical insurance , vehicle insurance, ticketing, hotel bookings, vehicle maintenance, taking quotation, submission, follow up delivery etc.,
· From March 2012 to February 2016: Worked as Administration Manager cum Logistics Manager with Chilly Willy Trading LLC, trader and exporter of food stuff products.

Responsibilities are: Transportation - Planning & Execution – Delivery planning in the evening for the next day, cost reduction, maintenance of warehouse vehicles etc. registration of all fleet of vehicles, Insurance, office equipment, facilities management, travel bookings, labor related issues, monitoring expiry of all documents related to employees, welfare activities, grievances, Control & Maintenance of Employee Database, dealing with Ministry of Economy, Dubai Municipality, Immigration, Consulates, security, welfare of staff such as canteen and all other PR related works, housekeeping, control over the staff etc.
· November 2007 to November 2010:  Worked as an Administration Manager with All Metals Industries LLC, Dubai in Jebel Ali Industrial area.
Responsibilities were: Liaising with Ministry of labor, Immigration, Consulates, Police, vehicle registration, Insurance, maintenance of vehicles, office equipments, facilities management, transport, security, housekeeping, labor related issues, organizing interviews, offer letters, appraisals, orientation, programme, training, monitoring expiry of all documents related to employees, welfare activities, grievances, travel bookings, etc.
· May 2005 to February 2006: With Arabian Automobiles Co Dubai, sole distributor of Nissan vehicles in Dubai and Northern Emirates.
Worked as a Logistics Supervisor

Responsibilities: 

Transportation Planning & Execution – Inbound & Outbound operations,

Customer Service improvement – to meet customer expectations.

Insurance claims and port claims

Container clearance from port

Maintenance of warehouse vehicles

Administrative work – Report -Vehicles under Cannibalization and PDI vehicles in workshop and other related work, etc.

3 Warehouse assistants and 13 drivers directly reporting to me

· July1989 to April 2005: With Gargash Enterprises L.L.C. Dubai, sole distributor of Mercedes-Benz vehicles in Dubai and Northern Emirates.

Worked as a Central Warehouse In-charge

Responsibilities: Inform sales depts. regarding the shipment of new vehicles from the factory, clearing of new vehicles from the port, sending them for P.D.I. as required by the sales dept., insurance claims, delivery of vehicles to different showrooms. Update of vehicles stock and location daily in the system, monthly inventory report, overall control of the warehouse and the staff etc. Reporting directly to the Sr.  Sales Manager. Working knowledge of Auto Kerridge System.

Worked as a Workshop Controller          

Responsibilities:

Receive job card from Service Advisors for work to be carried out and distribute them to the mechanics, electricians accordingly, depending on the nature of work, follow up of work with departmental foreman and give feed back to the Service Advisors. Once the job is finished car is given to the final controller for road test. Control board is maintained where all the information about the vehicles in the workshop are available.

Worked as a Service Advisor (Customer Service - After Sales) 

Responsibilities:
                            

Receiving customers cars for repair & maintenance i.e. (After Sales Service), note down customers complaints, prepare job card for the works to be carried out, estimated time is given to the customers, follow up of cars in the workshop and see that vehicles are ready before the estimated time and inform the customers, so that the customers are satisfied with our service, utmost care is taken of the cars till it is delivered to the customers.

Worked as Purchase and Procurement In-charge

Responsibilities:

Dealing with purchase of tyres, hardware items, tools, stationery, spare parts, quotations, negotiations, approvals, preparing L.P.O.s  etc., 

Worked as workshop Timekeeper:

Responsibilities:

Job card time punching of mechanics working on vehicles, calculation of time punched on particular job, work out the total cost of repair of each vehicle, keep records of staff attendance, Control & Maintenance of Employee Database, short leave, annual leave, pay roll preparation. Welfare of staff such as canteen and all other PR related works.

· 1986 to 1989: Worked with a catering company in Bombay, India as a Catering Manager.

Responsibilities: 

Quality & service of food, menu planning, liaising with other companies, govt. depts., Organizing functions, manpower planning, dealing with union representatives, pay roll, P.F., E.S.I. etc.
  
· 1977 to 1986: Worked with Vishwa group of Hotels Bombay, as an Accounts Assistant.

Responsibilities:

All books of accounts upto trial balance and balance sheet, filing sales & income tax returns, bank reconciliation, Pay roll preparation, P.F., E.S.I.  etc.

PERSONAL INFORMATION:

Date of Birth

:  April 11, 1956
Marital status 

:  Married

Nationality

:  Indian

Language

:  English, Hindi, Marathi, Gujarathi, Kannada, Tulu, Malayalam
Holding valid U.A.E. Driving License since 1992.
4/4

