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Objective
Over 5 years of experience in logistics, commercial, inventory and Administration skills. Possess excellent communication, interpersonal, negotiating, team management, and organizational skills. Seeking challenging position in supply and chain management with a growth oriented organization of repute.

Education
2004-2007 Mahatma Gandhi University, Knowledge Village Dubai - Completed B.Com with Computer Application
2002-2004 Progressive English School, Sharjah – Completed Higher Secondary Certificate in Commerce
Professional Experience

Nov 2009 – May 2013

SecuTronic FZE   (Dubai Silicon Oasis )
Position: Logistics’ coordinator / Administrator / Public Relationship Officer

Logistics Co-ordinator Duties
· Procurement of Materials as per the BOQ
· Raise of LPO’s & PO’s as required

· Deliver and collect equipments from Suppliers or service providers from overseas or locally

· Updating Customs database for Import and Export Shipment.
· Update of all Purchase to system order books ex: GRN,Purchase Order and Sales return order ( Simply Accounting Software)

· Co-ordinating with Logistics agents for shipment and transportation matters 

· Getting approvals for shipment from TRA & Dubai Police. 
· Coordinating with the warehouse team and tracking the materials dispatched by the company.
· Maintaining the Inventory record in system on line.
Public Relationship Officer Duties
· Schedule staff’s visa, medical, coordinating with other internal and external departments.. 

·  Organize visas for business related travel for managers as required. 
·  Responding to staff queries on Visa/ Labour/ Passport related matters. 
·  Ensure all visa, medical, contracts, trade license, chamber of commerce and labour permits are up to date and arrange timely renewal.
Administrator Duties

· Liaison with the Dept.Head on day to day activities

· Supporting the Manager in leading HR&Personnel management function
· General Administration/Organizing staff accommodation, staff transportation

· Performance review/arranging training programs for the staff 

· Custodian of personal files/Leave approvals/arranging air tickets as per eligibility/
Skills

· Extremely dedicated, able to work well in a team/long hours / high pressure

· Friendly and adaptable to perform in a multicultural environment

· Excellent in verbal /written communication & influencing skills

· Strong organization skills
· Ability to organize and prioritize  work to meet competing demands
Nov 2008 – Nov 2009

Advanced Security Engineering FZE (Dubai Airport Freezone)
Position: Warehouse In-charge

· Manage the warehousing and storage of all materials. 
· Supervise the delivery of materials and supplies to all district facilities upon schedule and/or request. Make emergency deliveries as needed. 
· Plan and direct the inventory and stock control programs for Materials. 
· Maintain the inventory of supplies and coordinate the replacement and ordering of such.
· Maintain records of supplies and materials entering and leaving the warehouse. 
· Develop, supervise and maintain a safety program for all workers assigned to the warehouse. 
· Supervise the cleaning of the warehouse including waste disposal of packaging materials. Develop a cleaning schedule. 
· Perform other duties as assigned by the director.
· Ensure efficiency in warehouse functions and reduce operating cost.

Skills
· Excellent oral and written communication
·  Ability to manage an inventory system.
·  Ability to comprehend procedures
· Ability to provide leadership.
· Ability to assign and direct the work of employees.

March 2008-Sept 2008

Ivory Dubai LLC

Position: Sales executive/Admin

· Giving high quality customer service to attain or maintain good sales (includes good personal relation and promoting products

· Co-ordination with the sales team
· Customer care & effective follow ups of all service deliveries, ensuring prompt service at all times. Co-ordinating with existing clients

May 2007-Nov 2007

M/s.Tangent Labour Supply (Overseas Recruitment Consultancy Firm)

Position: Marketing Executive

· Plan and direct telemarketing/outdoor Marketing activities of an organization.
· Implement marketing plans. Prepare forecasts and ensure implementation of planned action.
· Conduct an analysis on the impact of sales and marketing plans in short and long term effect in the market and accumulate feedback from the client.
· Assisting the admin Manger and Executive Secretary in daily office work-correspondence, maintain petty cash, interview arrangements etc.

Personal Details
Date of Birth                                 : 6th November, 1986

Sex                                                  : Male

Marital Status                               : Single

Nationality                                     : Indian

Languages known                         : English, Hindi, Malayalam and Arabic (Basic)
Visa Status                                     : Visit Visa
Reference                                      : Available upon request

Holder of Valid U.A.E.Driving License

