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GENERAL MANAGER
Operating in a Non Ferrous Metal Scrap company, proactive, performance driven professional with 11 years’ progressive expertise in leadership and problem solving skills. Keen understanding of business priorities and genuine team player committed to managing an organization flawlessly. Versatile, innovative and loyal management professional and interacting with business associates.

Demonstrated Core Competencies

▬
Business negotiations
▬
Leadership skills


▬
Problem solving
▬
Delegation of tasks

▬
Decision making


▬
Client Relations
▬
Customer service

▬
Administration skills


▬
Logistics

▬
Process Improvement
▬
Bank liaison



▬
Motivation
PROFESSIONAL EXPERIENCE

A n M Group, Dubai, U.A.E.







February 2004-Present

A trading, processing & manufacturing enterprise involved in dealing in all types of Non Ferrous Metal Scraps.

General Manager
· Managing a team of over 35+ persons.
· Well versed in all the trade activities of Purchase/Sales/Logistics/Accounts/Customer Relations.
· Verification of shipping documents with payment terms like Cash against Documents (CAD), Letters of Credit (L/C), Documents against Acceptance (D/A) & Telex Transfer (T/T) terms.
· Thorough knowhow of Incoterms & applicability.
· Expertise in trouble shooting any types of disputes of the industry.
· Attending trade seminars associated to the industry.
· Resolving receivable issues due to quality &/or bad debts.
· Monthly systems’ approvals related to booking of Purchase, Sales & all related expenses.
· Month-end authorization& controls for Operational/Financial closure.
· Staff salary disbursement.
· Human Resources tasks linked with job interviews, hiring and orientation process.
· Quarterly review on the Performance Evaluation & appraisal of the team.
· Proficiency in solving staff grievances & concerns
· Coordination & arrangement of Annual General Meetings & employee gatherings.
Royal Travel & Tours, Houston, U.S.A





March 2000-March 2003

Involved in the arena of Tourism managing clientele travel needs.

Reservations Supervisor
· Handling major corporate accounts for facilitating business & leisure travel to worldwide destinations.
· Close association with major international Airlines for travel packages to Europe/Middle East/Asia.
· Planning group packages including air/hotel/car for all types of travel.
· Achieving monthly sales targets with an average sale of USD.8K per month.
· Supervision of Assistant Travel Agents.

Royal Bank of Canada, Dubai, U.A.E.





January 1996-January 2000

Representative office of Royal Bank of Canada, Toronto 

Trade Finance Assistant

· Preparation of Letters of Credit, relating entries, detailed checking of documents, booking foreign exchange deals & treasury settlements.
· Advising of Export Letters of Credit, relating entries, checking of documents, preparation of relevant documentation & customer account settlements.
· Issuance of all types of Letters of Guarantees including shipping guarantees & delivery orders, entries & settlements.
· Handling of Inward & Outward Documentary Bills of Collections, processing documents, processing outward cheques for collection entries & settlements.
· Discounting of cheques, bills of exchange, entries & settlements.
· Input of corporate loans & follow up on customers’ signed loan confirmations & promissory notes.
· Accurate preparation of Head Office, U.A.E.Central Bank Returns including Risk Bureau & BRF Forms.
· Updating diary records with regards to status of documents & maturity date of acceptances under L/C & Export L/C documents.

Other Responsibilities

· Assisting Current Accounts Department in preparation & checking of payrolls, applying tests & transmission of telex messages, preparation & transmission of Swift messages.
· Maintaining customers’ Trade Licenses & other legal branch documentation.
· Preparation of AED $ Foreign Currency payments through Central Bank via Telex & Swift systems.
· Maintaining updated signature booklets of all banks in U.A.E.
Econosto Mideast B.V., Sharjah, U.A.E.





March 1994-December 1995

Part of Econosto Group, Netherlands, a manufacturer & supplier of Pipes, Valves, Fittings & Flanges
Secretary

· Handled PABX – Switchboard with 16 Lines.
· Typing of letters, faxes, audio typing & office management.
Secretary – Accounts Department & to the Managing Director
· Invoicing & Data entry.
· Handling of final accounts – Profit & Loss Account & Balance Sheets.
· Preparation of confidential staff letters related to yearly Bonus & promotions.
· Finalizing confidential documents between Head Office & other branches.

COMPUTER LITERACY

· Microsoft Office – MS Word & MS Excel

· Windows 7 Professional / Windows XP / Windows 98
· Oracle based ERP Orion
PERSONAL DETAILS
· Place of Birth
: Dubai, U.A.E.
· Date of Birth
: 28 April 1976

· Nationality
: Indian

EDUCATION

Bachelor of Commerce in Financial Accounting and Auditing
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