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frank.208117@2freemail.com 
Personal Information

· Sex:  Male

· Date of Birth:   22nd June 1985

· Visa Status:  Employee Visa

· Language:  English

· Notice Period:  1 Week


	Frank 

Summary

Dedicated and hardworking administrative professional with 3+ years of experience and excellent customer service in sensitive and corporate environment. I am proficient at handling office and public related issues, seeking  an opportunity to bring fast and intelligent solutions to support the office management and improve your esteemed organization.

Work Experience

Pulz Solutions DMCC            Dubai
July 2015 – Oct 2017

Office Assistance

Supporting the general manager with clerical duties and maintaining office operation by receiving and distributing communication.

·  Going to the free zone for issuing, renewal, cancellation of staff visa and following up with the (SR) Service Request number till its delivery

· Handling of the company’s DEWA cancellation and registration using the companies memorandom of asociation when moving from one office to another within the free zone areaa

· Applying for the company’s establishment card and trade licence renewal and overseeing it till delivery

· Going to the GDRFA for a client visa amendment of  its religion status

· Calling Dubai land department for the purchase of parking space in the free zone and including the parking space in the title deed 

· Calling the RTA for company’s vehicle issuance and renewal of the vehicle licence with a licence card given

· Calling Emirates NBD  bank to order foreign currencies and getting the best rate from exchange companies for the exchange as well

· Preparing Emirates ID application, medical fitness test application, NOC and letter headed salary certificate for staff

· Registering and cancelling official government and public accounts, including, but not limited to, DU, DEWA and EJARI.

· Supporting the general manager with the office medical insurance applicatiion, renewal and deletion for staff

· Weekly check of the company’s  p.o box, managing the petty cash box and Applying and renewal of Alcohol Licences for the company

· Scanning, merging, renaming, sending to colleagues and saving documents/invoices in the company’s HR folder

· Maintain’s supply by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipts; stocking items; delivering supplies to all departments

· Maintains office schedules by picking-up and delivering items using automobile or public transport.

· Taking care of website functions and social media profiles

Dortemag Ventures             Lagos
Aug 2013 – May 2015

Office Administrator

Ensure proper flow of office procedures and support the office directors  by carrying out common office duties

· Manages correspondence by answering emails and sorting emails

· Answers phone calls and transfer them as necessary

· Draft, format and prints relevant documents

· Maintain stock list and order office supplies as needed

· Interact with directors and carry out their requests

· Assist in purchase order and invoicing 

· Manage outgoing post and record data on special deliveries

· Photocopy, scanning and files appropriate document and invoices as needed 

MDS Logistics                       Benin
March 2011 – Feb 2013

Logistiic Supervisor

Attending to different tasks to ensure that goods are shipped and delivered in a timely manner and that inventory levels are  mainatined

· Oversee the transportation of products from one location to another such as from loading docks to warehouse and then to the stores

· Communicating with trucking companies, warehouse supervisors custom brokers, sales forces and customers to ensure that all pareties are working together to guarantee that shipment are packed, sent and delivered in a timely manner

· Tracking the progress and managing daily routes of shipments

· Studying clients or customers needs and manage inventory based on these needs.

Strength and Skills

Professional

Related

Personal

Communication

Attention to details

Sense of urgency

Multi-tasking

SEO / SEM Marketing

Microsoft office 

Data Entry / Analysis

Team work

Data-oriented

Quick learner

Flexible

Responsible

Education

Light Motor Vehicle Certificate

Emirates Driving Institute, Dubai

2016

Certificate in Public Relations

National Academy, Dubai

2016

Professional Diploma in Sales & Marketing

HABC, Middle East, Dubai

2016

Bachelors in Mech Engr (BSC)

Ambrose Ali University (AAU) Benin

2007

References

Available upon request
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