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CURRICULUM  VITAE
Jebel Ali, Dubai, 
United Arab Emirates.
CAREER OBJECTIVE

As a well-established and talented professional with experience in performing a variety of multi-skilled support functions, I am seeking an opportunity that will allow me to contribute my skills in new environments, enhance my career experience and broaden my horizons.

PERSONAL TRAITS
· Eleven years of extensive experience in administrative, secretarial and sales functions in UAE and eight years of experience in teaching in primary, secondary and higher secondary levels in India.
· Superb ability to work accurately and perfectly with minimal supervision. 

· Strong ability to shoulder responsible jobs with utmost care and concentration. 

· Expertise in all activities related to the roles of secretary, sales and company administration.
· Proven reliability, accuracy, punctuality and perfectness.
· Team player with excellent communication skills.
· Proficiency in MS Office products; MS Word, Excel & Outlook, Internet and E-mail.
· Strong organizational, interpersonal, time management & multi-task skills.

· Acquired abilities to deal with people at all levels and take independent decision in high-pressure environment.

· Ability to plan new techniques and procedures promptly and properly.
· Strong liaison and negotiation skills across all staff and customer levels.

· Motivated and energetic, with strong ability to provide practical and strategic solutions to long term problem areas.

· Flexible and highly adaptable, team oriented, used to working to tight deadlines and meeting set goals and objectives.
· Accustomed to working under pressure using own initiative, is ambitious and highly motivated having demonstrated the ability to work within a team, liaising with colleagues up to and including senior and top management levels.
· Possess excellent motivational experience, able to extract the best from teams and individuals alike.

· Enjoy a high capacity to learn new skills whilst objectively seeking new challenges, responsibilities and ways to develop extensive array of professional experience.

· An astute and pragmatic leader, quick and forward thinking, who always plans for a variety of outcomes.

· Active in designing, implementing, managing and improving quality and information and management processes.

PROFESSIONAL EXPERIENCE

· Sales & Administration Team Leader

(11 Years: From May 2004 till date)

AAA Construction Equipment FZCO, 

Jebel Ali Free Zone, Dubai – UAE.

A well-established ISO 9001, 14001, OHSAS 18001 company who are dealing in Trading and Rental of Heavy Construction Equipments and are Authorized Distributors of:

IHI Japanese Hydraulic Crawler Cranes


IHI Japanese Mini Crawler Excavators, Carriers & Compact Track Loaders

Canycom Japanese Mini Dumpers and Carriers


Nippon Sharyo Japanese Diesel Generators


Western Global European Fuel Tanks

Tadano Pre-Owned Mobile Cranes
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(3 Years: June 2001 to March 2004)


Al Falah English High School, 

Kaippuram, Pattambi, Kerala, India.
· Academic & Administrative Head

(1 Year: June 2000 to March 2001)


Sirajul Huda Women’s College & Orphanage,

Cholakkundu, Parappur, Kottakkal, Kerala, India.

· Science Teacher

(1 Year: June 1999 to March 2000)


Al Azhar Arabic College,

Indianur, Kottakkal, Kerala, India.

· Science/English/Arabic Teacher

(3 Years: June 1996 to March 1999)


(On long leave during BEd.)


MCHKMS Secondary School,


Parappur, Kottakkal, Kerala, India.

· Part Time Science Teacher

(8 Years: June 1996 to March 2004)


Primary, Secondary & Higher Secondary 


Pragathi Tuition Centre & Parallel College,


Naduvattam, Pattambi, Kerala, India.
JOB EXPOSURE
Secretarial / Administrative:
· Set up and maintain paper and electronic filing systems for records and correspondences.

· Responsible for safekeeping, filing and controlling of all documents and records.
· Monitor the inflow and outflow of all letters, e-mails, faxes and all other correspondences.
· Coordinate administrative activities to meet business requirements in an efficient and effective way.
· Search for suitable candidate, arrange interview, select, recruit and manage required staff as and when necessary and issuing appointment letters.
· Provide current and prospective employees with information about policies, job duties, working conditions and remuneration.
· Manage and maintain the office, including monitoring and ordering stationery, equipment and tools needs.

· Provide excellent customer service, handling queries, advice and complaints to ensure customer satisfaction and repeat business.

· Create and promote effective partnerships and relationships between all staff levels throughout the office and company, allowing for easier channeling of information and relevant processes.
· Manage and supervise all duties and requirements related to contracting, construction and building maintenance jobs and coordinate with project sites.

· Responsible for the entire building of the company including Front Desk, Maintenance, Cleaning, Service which basically performs an Office Manager task.

· Arranging and monitoring Annual Maintenance Contracts for Air Conditioning and Fire Fighting System through approved Third Parties and coordinating with them for emergency breakdowns and periodic services.
· Arranging First Aid and Fire Fighting Trainings for employees through EHS/ Trakhees/Jafza/PCFC approved Third Party Agencies.
· Responsible for renewal of Jafza Trade/Industrial Licenses and Chamber of Commerce Certificates, processing of all documentations online required by EHS for issuance of Operation Fitness Certificate, coordinating with relevant departments of the company for further submission of required documents and payments till renewed licence is issued by Jafza.
· Coordinating with HR and PRO Dept. for all duties related to Immigration & Labour Departments for applying and stamping of Employment Visa, Mission Visa, Visit Visa, Transit Visa, arranging Medical, Labour Card and Emirates ID for all company employees and management in Dubai, Abu Dhabi, Jebel Ali Free Zone and Sharjah.
· Instructing PRO Dept. for making and renewing Company Immigration / Labour Cards, Representative Cards, Port, Customs & Free Zone Permanent Access Cards in time.
· Maintaining and arranging company accommodation for employees and taking care of renewal of tenancy contracts.
· Arranging entry visa, hotel accommodation and air ticketing for company guests and delegates from Japanese equipment suppliers.
· Making travel arrangements for employees, visitors and company management.
· Coordinating with concerned departments for making and renewing Passing Paper and Registration Cards of company vehicles and heavy equipments from road transport authority.
· Coordinating with operations department for making and renewing Third Party Inspection Certificates for Heavy Equipments and Competence Certificate for Equipment Operators. 
· Front Desk in-charge which includes answering all incoming calls and transferring to the respective extension numbers. 

· Receiving courier documents and supplier packages and forwarding to relevant departments.
Sales:
· Following ISO Procedures for Customer Related Process.

· Manage and record details of inquiries in enquiry register and customer complaints in complaint register and forwarding of complaints to operations team for further resolving of the issues.
· Showing and detailing to customers on available equipments as per their requirement.

· Preparing Sale Quotations and Rental Quotations, sending to customers and doing follow up.

· Receiving and reviewing Purchase Orders from customers and checking for compliances and/or deviations as per company standards and specifications of quoted equipments.
· Responsible for making Proforma Invoice and Rental Agreements and getting it signed by the customers.
· Issuing Job Cards to Operations Dept. for confirmed sale or rental and coordinating with them to make the sold or rented out equipments ready after pre-delivery inspection and arranging delivery in time.
· Coordinating with shipping agents and/or freight forwarders for overseas shipment of sold equipments.

· Responsible to arrange shipping documents like Invoice, Packing List, Delivery Advise / Delivery Note, Certificate of Origin, Bill of Lading and Marine Insurance Policy.

· Coordination with customers for payments, arrangement of shipping and necessary documentations and ensuring shipment and delivery in time.

· Coordination with Public Relations and Logistics Team for Custom Clearance of Import and Export Shipments.

· Assisting the concerned department in online procedures of Custom Clearance of Import and Export through Mirsal-II system at Dubai Ports (Port Rashid, Jebel Ali Free Zone & Cargo Village).

· Working in close relation with logistics team on all procedures of Import & Export Declarations, Free Zone Internal Transfer, Custom Duty, GCC Custom Exemption and Duty Refund formalities.

· Supporting Sales Team to achieve their targets.

· Monitoring and maintaining good relationship with Co-Workers, Customers, and Suppliers.

· Manage stock, inventory and update available list of equipments for sale and rental.

· Corresponding with Japan Suppliers and Principals for purchasing and coordination with Suppliers for documentations and importing of required machines and equipments.
· Discussion with top management and making and sending Purchase Orders to Suppliers for required equipments.
· Making arrangements and documentations for CICPA – Critical Infrastructure and Coastal Protection Authority, (earlier known as CNIA – Critical National Infrastructure Authority) Security Passes for personnel and equipments for Oilfield, Nuclear and Offshore Project Sites of Abu Dhabi under ADNOC Group of Companies, TAKREER, BOROUGE, ENEC, DAS ISLAND, ZAKUM ISLAND, etc.
· Getting Customer Satisfaction Survey Form filled by clientele of the company for evaluation and further improvement of company procedures, policies and standards.
Teaching:

· Experience in teaching of Science, English and Arabic in Primary, Secondary and Higher Secondary levels.

· Making students efficient for curricular and co-curricular activities.
· Preparing students for various scholarship examinations and competitions in arts and sports festivals. 
· Convening various useful and colourful programmes in school anniversary, arts or sports festivals.
· Artistic, creative and excellent presentation of various topics in teachers’ workshops to improve teaching skill and students’ concentration power.
EDUCATIONAL QUALIFICATION
· Bachelor of Science – (BSc.)
Specialization: Zoology

Year: 1993~1996
Secured First Class

University of Calicut, Kerala – India.

· Bachelor of Education – (BEd.)

Specialization: Natural Science

Year: 1997~1998

Secured Second Class

University of Calicut, Kerala – India.

· Master of Arts (MA) - Incomplete
Specialization: English Literature
Year: 1996~1997
University of Calicut, Kerala – India.

· Pre-Degree Course
Specialization: Science
Year: 1991~1993

Secured First Class
Calicut University, Kerala – India.
· Secondary School Leaving Certificate (SSLC)
Year: 1990~1991
Secured First Class

Board of Public Examination, Govt. of Kerala- India.
TECHNICAL / COMPUTER SKILL
· Diploma in AIM (Advanced Information Managements)

· Windows XP, Windows Vista, Windows 7, Windows 8

· Microsoft Office
(Microsoft Word, Microsoft Excel, Outlook)

· Internet and E-mail
· Typing skill in English
LANGUAGES  KNOWN

Malayalam
: 
Read, Write, Speak (Mother Tongue)
English
:
Read, Write, Speak (Fluent)
Hindi/Urdu
:
Read, Write, Speak (Moderate)
Arabic
:
Read, Write, Speak (Basic)
AWARDS/HONORS/CERTIFICATES
· International Community First Aid Course

Year: 2010

First Aid International – Najma HR & Training Consultancy,

Dubai, United Arab Emirates.

· Basic First Aid Course

Year: 2008

Medic First Aid – Najma Training Division,
Dubai, United Arab Emirates.

· Basic Fire Fighting Course

Year: 2008

GTSC – Gulf Technical & Safety Training Centre,

Abu Dhabi, United Arab Emirates.

· Certificate of Merit

As Teacher in charge for the success of 

National Level Science Talent Search Examination - 2003

Conducted by Unified Council, India.
· Certificate of Merit

Third Place in Water Colour Competition

Arts Festival – 1997 held at

Calicut University Teacher Education Centre, Koduvayur, Kerala, India.
· Certificate of Merit

NSS-National Service Scheme

Various NSS Activities including Functional Literacy Programmes

Year: 1993~1995

University of Calicut Kerala, India.

PERSONAL DETAILS

Date of Birth  
: 
29/10/1975
Sex  
:
Male
Marital Status 
:
Married
Nationality
:
Indian
Religion 
:
Islam
Visa


:
Employment Visa (Free Zone), Transferable.
References:
Will be furnished upon request
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