Mundackal 
Mundackal.231400@2freemail.com 
Seeking challenging assignments with an organization of high repute
SNAPSHOT



· Career spans 15 years of experience with Customer services coordination in Transport / Fleet Logistics Management.
· Proficient in managing & leading teams for smooth fleet operations & experience of developing procedures, service standards for business excellence.

· Proven abilities in managing the operations and planning daily work with thorough knowledge of the procedures involved in ordering, receiving, storing and delivering stocks. 

· Deft in coordinating with TPT for timely & safely reaching of vehicle at consignee destination & reporting of any unforeseen situation to management.
· Proven track record of meeting all the commitments and maintaining strict control on Standard Operating Procedures of staff members.

· Recipient of PRO card from UAE- Ministry of National Transport Authority-Marine Affairs Department.

· Expertise in managing an entire breadth of material management operations inclusive of order processing, materials movement, etc. 
· Strong inter-personal skills with ability to conceptualize and modify the present system to optimize resources at all levels. 

· Effectively conceptualized and completed various operations pertaining to maintenance repair and up keeping of various vehicles.

· Deft in emphasizing the importance on quality and integrity as well as stringent adherence with quality norms in designing, repair, and maintenance functions. 
· Possess talent to motivate and work with people across a complex organization. Ensured complete work and materials to meet established specs; skilled in reviewing and inspecting work to confirm compliance.

CORE COMPETENCIES



Transport Management/ Fleet Management

· Coordinating with the transporters and ensuring that the vehicles are available for movement of goods without any delay. Handling the vehicle capacity utilization and planning for extra vehicle if required.

· Ensuring that:

· Adequate manpower is available at the time of loading/unloading vehicles from all warehouses.

· Required consumables are always available so that work goes on un-interrupted.

· All record keeping is maintained as per specified format and the same is audited from time to time & timely checked the stock physically & on books.

· Planning and supervising the activities of assigned personnel within the section of Transportation.

· Timely communicating problem / issues to the appropriate personnel for quicker solutions.

· Controlling and directing the overall operation of the company car/bus fleet allocating transport to employees on a priority basis for travel to/from the site and other various locations in and around.

· Providing appropriate transportation for guests and visitors as and when required.

· Monitoring the fleet of vehicles & transporters ensuring on time delivery & transit norms; analyzing the loss in transit and undertaking measures to control the same.

· Overseeing the ongoing service, maintenance and replacement of all fleet and job provided vehicles to ensure that safety is not comprised and legal corporate policies and procedures are followed.

· Spearheading continuous efforts to improve the process to meet the changing needs of the customers. 

· Scrutinizing and maintaining a data base of all requests for company transportation to ensure corporate procedures are always followed.

Liaising & Coordination

· Liaising with the Flag Administration, Ministry of Transport, and Marine Affair for the Navigation License, Ship Station Radio Equipment, registration renewals, seaman license, endorsements, etc.

· Liaising with state & central government departments and regulatory authorities for obtaining necessary sanctions / approvals and ensuring compliance with various statutory obligations.

· Building and maintaining healthy business relations with govt. and semi-govt. departments, statutory bodies, embassies, banks, financial institutions and other external agencies.

PROFESSIONAL SNAPSHOT



November 2008 – 30th January 2011          Al Naboodah National Plant & Equipment LLC, Dubai as 
Plant/Transport & Marine Coordinator

Accountabilities

· Assigned as Designated Person ashore (DPA) Marine department on Landing Craft “ANES”, IMO # 8984915.
· Overseeing of seamen’s (crews) working on ship. Responsible with the master and the department manager to evaluate the ISM & ISPS system performance. 
· Conducting internal safety Audit of the ship, whether safety and pollution prevention activities comply with the SMS. Preparing non-conformity reports schedules and oversee the safety emergency drills for crew.

· Spearheading the gamut of tasks like engine room activities, daily fuel consumption, vessel inspection and maintenance report, etc.

· Filling the quotations for marine works from marine contractors for the ship.

· Assisting HR department in recruiting marine crews.

· Compiling and submitting standby reports of all operators from all sites.
The Highlights 
· Instrumental in coordinating with the:

· Purchase Department and arranging materials required for landing craft on daily basis. Coordinates with technical department for work includes welding/ fabrication at Plant workshop.

· Dubai Municipality – on ship sanitation control.

· Contractors (of Highness Sheikh Mohammed Bin Rashid Al-Maktoum) Engineer’s Office and other clients regarding chartering of landing craft.

· Classification society RINA as and when required.
· Coordinating with all Business Units for Transport External Hire.

· Daily Flatbed Trailer, Tipper, Excavator, Cranes movements

· Coordinating with Internal Transport Dept if vehicles are not available then hiring from External

· Preparing NEW HIRE/EXTENSION/OFFHIRE confirmations of all Transport External Hire on daily basis.

· Updating External Hire Transport lists on daily basis.

· Weekly external Hire report to generate and send to all the concern business units.

· All NEW HIRE/EXTENSION/OFFHIRE agreements to send all the Suppliers and as well as Concern Business Units on daily basis.

· All NEW HIRE /EXTENSION /OFFHIRE agreements submit to the Accounts Dept on daily basis.

· Daily External Hire Transport Diesel list updating.

· Coordinating with concern business units to ensure External Hire Extension Requisitions in time.

· Sending New Hire confirmation messages to concern Business Units.

· Daily coordinating with Camp Boss for Late Entry Vehicles and Not deposit vehicle Key in the Camp   gate and submitting report to concern Dept.

· Coordinating with External Suppliers for the replacement vehicles.

· Preparing Requisition for external hire drivers Accommodation in various camps and Follow-up with HR Dept.  

· All NEW HIRE / EXTENSION /OFF HIRE Agreements maintain a File on daily basis.

· All NEW HIRE/EXTENSION/OFF HIRE Agreements after getting signature from Senior Operations Manager/Operations Manager hard copy stored in system.

· Also monitoring complete file net requisitions and distributions in Plant, Transport and Technical sections.

June 2007 – March 2008

JAS Group Trading & Contracting Company – Doha Qatar.

I was assigned as Operations Manager in one of their division - Elite Car Rental.

Accountabilities

· Overseeing the day to day operation of car rental division in Doha. 
· Scrutinizing and controlling the driver’s assignments with compliance to driving standards and the safety procedure of Qatar. 
· Interacting and coordinating with the management on all issues related to the operations of this rental division.

The Highlights
· Effectively negotiated on competitive agreements with external transportation services agencies to facilities petrol credit payment schemes, vehicle cleaning agreement etc.

June 2002 – March 2004

DIFA O&M Company Ltd. Riyadh, Saudi Arabia.
M/s. DIFA O&M Company Ltd. DIFA is Saudi owned commercial company specializing in Technical Support Service Contracts for U.S. Manufactured C130 Military Aircraft owned by the Government of Saudi Arabia, assigned as Transportation Supervisor.

Accountabilities

· Managing and providing complete transportation services for the company employees based at three Airbases in the kingdom of Saudi Arabia.
· Administering the day to day supervision of transportation staff and overseeing work organized by the motor-pool.
· Liaising and coordinating with the vehicle leasing companies and negotiating with competitive leasing agreements requiring timely delivery, accident and replacement coverage and any other related areas.
· providing advice and recommendations to manager regarding future requirement

The Highlights

· Effectively maintained database on vehicle registration, driver’s license, work permit of the employees employed in this contract.

· Instrumental in managing a motor-pool by effectively scheduling driver’s and dispatchers for the smooth operations of transportation department.

June 2000 – May 2001


GOLDEN NEON, Dubai, United Arab Emirates. 
M/s. Golden  Neon one of the leading Neon sign makers in United Arab Emirates offering complete turnkey services in designing, manufacturing, installation and maintenance of signs and I was assigned as Secretary in Engineering department.
Accountabilities

· Receiving entire document from the contractors and data stamping of all shop drawings.

· Handing over the drawing submittals for review by the Project Manager and Senior Quality Control Engineer.

· Attending to customer’s queries, updating database, assisting sales personnel in preparing proposals, estimates and quotations.

· Scrutinizing and recording the movements and progress of all project documents within the project office including controlled documents.

· Retrieving E-Mail message and keeps the Section Manager fully informed of the day-to-day activities of the project.

· Scheduling the appointments and making travel arrangements (Domestic and International).

· Preparing the evaluation of performance appraisal of each employee category wise list for career development.

· Ensuring that all petty cash payments are approved in accordance with corporate policies and procedures of the company.

· Verifying and reimburse the medical claims submitted by the employees.

· Preparing and posting job advertisements, screening applications, arranging interviews, participating in selection process, and administering pre-employment tests as required. 
· Providing general administrative support such as preparing correspondence, forms and reports, arranging meetings, composing regular correspondence, processing confidential reports and documents, filing electronic and hard copy, tracking deadlines, and taking down minutes as needed.
· Providing assistance in monitoring employee performance appraisal process. 
· Interacting with and supplying information to employees, department heads, and job applicants.
· Interpreting, assisting and advising employees regarding leave and benefit administration, and HR procedures and policies within the specified guidelines. 
PREVIOUS ASSIGNMENT


November 1989 – September 1998 

JECOR, Riyadh, Saudi Arabia.

(9 Years)
Worked as Transportation Supervisor under the auspices of the M/s. U.S.  -  Saudi Arabian Joint Commission on Economic Cooperation (JECOR), providing support services in the transportation section for United-States Government Employees (Diplomatic passport holders), Contractors and their dependants residing in Riyadh, Saudi Arabia.
· Responsible for functioning of this Transportation department by implementing the policy and procedures lay down by the Joint Commission.
· Responsible for supervising transportation section employees and scheduling their duty hours Drivers, Dispatchers and Auto Mechanics.

· Responsible for day-to-day dispatch of vehicles required for official and other transportation as well as coordinates activities and requirements for multiple visiting dignitaries as well as to support dependent vehicle requirements as necessary.

· Responsible for maintaining a database of about 350 vehicles approximately (Light & Heavy) of the Joint Commission.

· Responsible for assigning each driver vehicles according to the nature of this work.

· Responsible for safe operation and movement of vehicles and passengers and was responsible for day to day preventative maintenance checks and services of vehicle on daily basis as well as able to identify mechanical deficiencies that degrades the vehicle operation and effect its performance. 

· Maintains reports on mileage for motor pool vehicles.

· Co-ordinates with Vehicle maintenance section to ensure completion of the routine checks and preventive maintenance are completed.

· Review (Stores) the consumption pattern of spares and purpose changes in re-orders, stock levels where necessary.

· Responsible for ensuring the company fleet vehicles are maintained serviced and are met with (SASO) Saudi Automobile Standard Organization Test and (MVPI) Motor vehicle periodical Inspection Test.

SHIPPING/INSURANCE/LICENSING:

· Liaison with vehicle Insurance companies in case of vehicle accidents and settlement of Insurance claims of company fleet vehicles and others.

· Processed the shipment of vehicles from the United States, their (personally owned vehicles), vehicle registration and renewals, processed local and diplomatic driving license and renewals.

OFFICE ADMINISTRATION:
· Performs various clerical and typing jobs associated with the day to day functions of the transportation department.

· Maintains Administrative and personnel files for all transportation employees.
· Issuing offer letters and appointment letters to new employees.
· Keeps complete office files, co-ordinate and organize office-filling system for all incoming/outgoing correspondences from Joint Commission Administrative offices.

· Responsible for co-coordinating meetings with the transportation and maintenance personnel and follow-up on issues addressed in those meetings.

· Prepares and maintains transportation employees Times and Attendance (T&A) cards and forward to the finance office for the timely payment.
· Keeps complete record on passport, labour card, driver’s license, medical card expiry and its renewal.
· Assist the Resource Management Officer (RMO) in preparing the Transportation monthly financial reports, monthly project reports and department supervision funds.

· Issue purchase order as directed by the Resource Management office and its tracking.

· Conducts orientation-relating transportation upon arrival of newly assigned U.S. Government employees regarding their Saudi Driving License.

· Ensure punctuality and sincerity of staff in performing their duties.

· Assisted the senior management personals in the recruitment of new staff.

· Trains and periodically updates maintenance staff on the operations of Transportation department.

· Co-ordinate with Saudi Expediter on matters related to transportation.
PROFESSIONAL QUALIFICATION



F.Y.J.C (Commerce), Bombay.
Certification:

Certificate in ISM Internal Auditor, Port Facility Security Officer and Company Security Officer from BUREAU VERITAS Quality International (BVQI)
IT Skills:

MS Word, Excel and Internet Application

ACHIEVEMENTS:





Awarded Certificate for “Excellent Performance” from Mc Donnell Douglas Services.

Awarded Certificate for “Best Employee of the Month” from SCCC/Peace Sun Project.
Awarded Certificate for “Best Employee of the Month” from JECOR.
Awarded Certificate & Plaque for “Best Employee of the Year 1995” from JECOR.
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