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Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

professional Synopsis:









Mojaheed is a seasoned professional with over 8 years of experience post to his Bachelors in the field of  supply chain management, Office Administration, airline ticketing, Sales & Marketing, Operations, Customer Relationship management, project coordination, purchase assistance, accounting etc. for wide ranges of Industries like sponge Iron, Transport & Logistics, BFSI, Banking & insurance and travel/tourism industry.  
PRESENT EMPLOYMENT:
Presently working with EA Automation in capacity of Office Manager & Sales Coordinator from June 2012 till date.
Positions of Responsibility:

With the responsibility of office manager I am responsible for fully manage companywide operations as mentioned in below activities:
· Managing the product delivery to client

· Custom clearance of the material imported from HQ, USA

· Day to day office operational activities and managing the petty cash

· Arranging the logistics for various engineers per project requirement

· Tracking the project deliverables and raising the respective invoices

· Organizing the ticket, visa, hotel for the engineers travelling across the globe

· Implementing the ISO quality policy in the complete operation

· Looking after the purchasing department for the office

· Liaison between senior management, employees and client to ensure proper line of communication and smooth operation

· Establish and maintain Human-resources related employee files

With the responsibility of Sales Coordinator I am responsible for sales coordination as per below activities:

· Manage Account payable/receivable and expense control procedures including bank and account reconciliation, cash receipts, disbursement, finance charges, billing, invoicing, purchase order and inventory audit and verification, preparation of daily bank deposits etc.

· Presenting the data base and follow through the monthly closing

· Preparing the offer for client from CRM (Microsoft) & spread sheet
· Sending the proposal to sales engineer for submission

· Sending and following up with expired contracts for AMC

· Processing the order by liaison with HQ in USA

· Creating the record for offers sent and closed for calculation of conversion ration

· Organizing the customer training

· Supporting the sales and BD team for reseller & rep meetings
1. PRevious assignment:
Worked with YKT, Orissa, India in capacity of Office Manager & Supply Chain Management from July 2008 till April 2012.
Positions of Responsibility:

· Reduction of lead- time to customer for delivery. 

· Significant material and outside processing cost reductions. 

· Implementation of Vendor Managed Inventory programs. 

· Outsourcing of vehicle to Contract.
· Consigned materials management. 

· Development and training of staff.

· Office Management

· Cash receivable/payable summary preparation and collection

· Office administration

· Ticket booking for employees

· Data base creation

· Banking and accounts updating and depositing cash book

· Vehicle tracking and assigning different loads 

· Creating the reports for management review

2. Previous Assignment:





Worked with Shree Jai Balajee Steel Pvt Ltd, Rourkela from April 2005 till May 2008 as office and project administrator

Positions of Responsibility:

· Update and maintain sales database 
· Work closely with sales and engineering team to provide administrative support

· Customer support and service (via telephone and e-mail) for delivery 

· Interface, correspond, and support our international offices

· Schedule meetings, rooms and coordinate calendars as requested
· Type and distribute, upon review and approval, departmental correspondence reports, memos, and projects from notes or drafts

· Photocopy and fax information and documents as needed or requested

· Obtain and assemble information for use by the department
Record, transcribe and distribute meeting minutes within appropriate time frames

· Ensure files are up to date and papers and files are clearly marked for easy access

· Coordinate departmental correspondence to facilitate on-going communications and efficient departmental operations

· Communicate with co-workers, management, clients, vendors, and others in a courteous and professional manner

· Coordination with Project Managers for logistics support

· Coordinating the logistics for events and workshops

· Project coordination with vendors, contractors, clients etc.

· Document quality control for any projects

· Perform other duties as assigned
· Cheque collection and deposit in bank
Professional Achievements & Extra Curricular Activities:


· Participated in various sports events in school & college & won innumerable prizes
· Participated in inter-school level painting competition

Academics:

· IATA certification course on airline ticketing
· Diploma in Computer Application (DCA) 

· Communication program
· B.A  from UTKAL university in 2004
· CHSE from B. Mahavidyalya
· HSCE from Panchayt High School
· Computer proficiency with CRM, ADP, SharePoint & FTP application
SKILLS & Intrest:

· General Management, Business/Branch/Profit Centre Management, Key Account Mgmt, Sales Management, 
· Ability to achieve success with problem solving skills with creative ideas & ways to analysis.

· Quick learner & implementer of task assigned.

· Equipped with a number of essentials skills such as communication, presentation & general business skills.
· Decision-Making skills for any Organization.
· Represented school & college level cricket, volley & badminton. 
· Making a new friends with good relations, teem management.

· Seeking a challenging sector for my work in a creative way, challenging & learning atmosphere to build on my professional skills to achieve further professional development.
PERSONAL DETAILS:

Nationality 
:     Indian

Sex 

:     Male                

Death of birth
:    4th may 1983

VISA Status
:    Visit VISA for 3 months
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