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EDUCATION
April 1991 – Bachelor of commerce (Mumbai University)
WORK EXPERIENCE

QUALIFICATION
May 1992 – Diploma in EDP Executive (EDP systems institute)
February 1995 – Diploma in computer science (Al maqam Computer)


 SHAPE  \* MERGEFORMAT 



August 2000- May 2014
Employer:                Trading Enterprises (Al Futtaim Honda), Dubai
Position held:          Admin. Sales coordinator
Type of business: The Company is involved in the Sales & Marketing of Honda cars.
Responsibilities:
    Coordinating with branch managers and sales staff.
    Working on SAP i.e. raising purchase orders, preparing vehicle list of arrival shipment on
Excel., checking documents , chassis details, loading details on SAP.
    Doing discount in FT and SAP IS AUTO.
    Downloading vehicle list in system and booking and doing ZCCM to logistic.
    Liaising with custom department for preparation of VCC.
    Provision report for finance department.
    Preparing sales report, Stock report for business analysis.
    SE performance Report for Honda cars and MCPP.
    Stock level of DEMO & Display units in each location by model.
July 1997 - December 1999
Employer:             WS Atkins & Partners Overseas (CBRD), Dubai, U.A.E
Position held:        Secretary cum document controller
Type of business: The company is involved in the Construction of the prestigious
Chicago Beach Resort Development (CBRD) which includes the 5 star resort hotel, the
7 star Arabian tower hotel and Aqua Park
Responsibilities:

worked with a large team consisting of construction managers, package managers and quantity surveyors.
    Responsibilities included prioritizing of daily workloads.
    Quick and accurate data entry. Handling correspondence and systematic filing.
    Attending to telephone calls and other related office functions.
    Typing of agenda, minutes & annual reports.

July 1996- June 1997
Employer:                Al Suwaidi & Souza trading LLC, Dubai, U.A.E.
Position held:          Ad Secretary cum receptionist
Reporting to:           General Manager
Type of business:   A real estate business company
Responsibilities:
    Preparing petty cash statement
    Collecting enquiries and providing details to clients
    Dealing with other real estate agents
    Typing of contact and agreements
August 1994 - July 1996
Employer:              Sara United Corporation, Dubai, UAE.
Position held:        Secretary cum receptionist
Reporting to:         General Manager and store keeper
Type of business: The Company in involved in general trading and foodstuff
Responsibilities:
    Handling all incoming and outgoing faxes

Responsible for all accounts and the smooth functioning of daily office routines
    Keeping record of stock, preparing delivery notes, invoices


SKILLS
SAP IS AUTO (SD module- VMS inbound), Microsoft office 2007.
OTHER INFORMATIONS
Date of birth :
19/Apr/1969
Nationality: Indian
Marital Status: Married
Language: English- fluent Hindi- fluent
