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   PERSONAL DETAILS
Date of Birth


:

25/07/1992

Nationality


:

Indian

Sex



:

Male

Marital Status


:

Single

Visa Status


:

Visit

  DETAILED JOB DESCRIPTION
Job Title


:

Operations Executive
Company Name

:

BUMGA FZCO
Work Period


:

October 2011 to October 2013

Reporting to


:

Operations Manager

Job Location
:

Jebel Ali Free Zone, Dubai, UAE


   Purpose of the Position

Being designated as Operations Executive, I was suppose to take charge of all the daily operations of the company as directed by the Operations Manager and Sales Managers.
I was assigned the complete charge of the logistics and sales coordination for 30days, resulting in which I was promoted to Operations Executive position from Operations Assistant in first 6 months.
   Responsibilities and Duties
· Preparation and submittal of new Visa applications, renewal and cancellation of employee Visa.
· Contact applicants to inform them of employment possibilities, considerations and selection.
· Passport Keeping and Managing Employee files.
· Leaves and attendance management
· Free Zone Company Trading License and Industrial License yearly renewal and all JAFZA related works.
· Responsible for all out sourcing / Immigration related works.
· Prepare badges, passes, and perform other security-related duties.
· Planning and Supervision of Warehouse and workers.
· Timely renewal of Vehicle Registrations
· Preparing daily Invoices
· Assisting Sales Managers in preparing Quotations and responding to other inquiries
· Proper filing of quotations, enquiries and Purchase Orders.
· Responsible for out and in sourcing of materials.
· Follow up on dispatch
  Academic Qualifications
	Course
	Completed Year

	B. Com
	June, 2013

	Senior Secondary
	April, 2010

	Secondary
	October, 2008


   IT Certification and Other Skills and Training
	Course 
	Completed Year
	Institute 

	Web Designing
	February, 2009
	Sree Sankaracharya Computer Centre

	Office Secretary 
	July, 2011
	Jawaharlal Nehru Education & Charitable Foundation

	Proficiency in ERP based Oracle Based Software (Accounting and Inventory)

	CPR & First Aid Course (American Heart Association)


   Languages Known
	Language
	Read
	Write
	Speak

	English
	Yes
	Yes
	Yes

	Malayalam
	Yes
	Yes
	Yes

	Hindi
	Yes
	Yes
	Yes



   Personal Qualities and Hobbies 
· Team player, proactive, self driven and motivated
· Good interpersonal skills

· Willingness to learn

· Body Building, Music, Soccer and Driving.
   Declaration
The above furnished information’s are true to my knowledge and best of my ability.
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