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Abhay 
Abhay.151232@2freemail.com 

C/o- +971505891826
Target Job

Employment Type:Employee
Employment Status:Full time
Career Level:Mid Career
Notice Period:Immediately
Target Job Title: Accounts, Administration, Secretarial, Sales.
Target Job Location: Dubai, UAE
Career Objective:A suitable position with a reputed organization, where I could develop, lead and organize the Resources of the Company for its optimum growth and development. 
Areas of expertise include client relationship development and customer care with proven ability customer direct marketing efforts. Rich experience in business development initiatives & procedures, administrative office work, accounts and sales. Results-driven and target-oriented team player.
Personal Information

Birth Date:9 September 1969

Gender:Male
Nationality:India
Visa Status:Residency Visa (Transferable)

Marital Status:Married
Number of Dependants:4
Contact Information

Experience (17 Years)

sales supervisor, maintaining accounts cum administration, secretarial.
at Veearr Enterprises Trading LLC.

Location: Dubai, United Arab Emirates 
Company Industry: Indenting Company for Textiles
Job Role: Support Services
November 1995 – till date
Veearr Enterprises is an Indenting Company for Textiles. It imports textile fabrics from various countries such as Japan, Indonesia, Taiwan, Vietnam, China, Thailand etc and supplies to wholesalers in Dubai, Poland, Moscow, Ukraine, etc. 

Job Responsibilities :
All routine works in indent textiles office such as preparing reports, supervising sales, attending clients, managing & maintaining accounts, office administrative work.
Arranging sales report,  looking after commission matters,  attending clients, travelling abroad with clients on business trip as when and when required at short notice.

Maintaining accounts, managing internal auditing while checking commission matters with suppliers and banks, arranging client reports etc.     

Managing administration such looking after documentation, maintaining proper filing,  visa matters and other day to day routine duties.
Besides above I have experience of accounts assistant about 3years during my tenure in Bombay 1993 to 1995. During this tenure I have assisted accountant at all levels such as reconciliation of bank accounts, internal auditing, maintaining books of banking and finance etc.  Also assisted company secretary at administration level such as maintaining documents of the company, preparing pay-roll of all company employees etc. 

Reporting to Chairman, Vice Chairman and Director of Company.   
Education

Bachelor of Commerce 

Location: Bombay University,  India 
Completion Date : April 1992 
Skills

Proficient in MS Office Suite, e-mail and internet applications

Level: Expert  |  Experience: More than 17 years  

Languages

English, Hindi, Sindhi, Marathi.
Level: Expert  

