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Summary:

· Cheerful and energetic BA graduate and over 18 years of Gulf experience in HR, 
Sales, Marketing and Customer Relationship.

· Excellent Communication, Interpersonal, Negotiation & People Management skills.

Objective:

To harmonize my skills in a way that can be mutually beneficial. To work in a competitive environment in the related discipline where I can employ my skills, competency, and experience through team building, capacity development and faculty enhancement to earn better productivity and efficiency for the organization I work with, and build continuous improvement opportunities for self and the team. 
Personal strength and character:
· Flexible and adapt to new situations as they arise.

· Excellent interpersonal and business communication skills.
· Responsible with a high sense of team spirit.

· Open minded and interested in learning about other cultures.

· Self motivated, Determined and result oriented.

· Active interest in people, a good Team Player.
· Ability to grasp concepts and logic quickly, and implement the same.

· Capable of handling challenges and difficult situations.

· Can mould myself according to the working environment.
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Personal Information:

Date of Birth
:  13.07.1972
Nationality
:  Indian

Marital Status
:  Married  
Visa Status
:  Employment Visa 
Driving License:  United Arab Emirates(for LMV)
Academic Qualification:
B.A. (Bachelor of Arts )





1st Div
Osmania University of Hyderabad, A.P., India, 1994                                                                                

Intermediate



 

                          2nd Div
Govt.Junior College, Armoor, A.P., India, 1991
S.S.C.  




                          


1st Div
Z.P.High School, Armoor, A.P., India, 1989
Target Job:
Desired Status: Full Time
Career Level
: Mid Management 
· HR Coordinator / Sales Executive 

· Strong Computer skills with high level of proficiency in Microsoft Office 
(Word, Excel, Outlook and PowerPoint).
· Working on SAP(Systems Applications Products) since year-1999 (HR & Sales module).
Languages known:
English(fluent) / Urdu(Mother language) / Arabic(modest)  
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Work Experience:
·  Position: 
Personnel Affairs Coordinator (HR Department) 
National Cement Company(P.S.C.), Dubai
from July 1996 to August 2008 (12 years)  
Personnel & Payroll Management
· Maintain personal files with ample records of all employees(approx.500 employees).
· Generate all types of Leave including final settlement statements of employees.
· Responsible for handling periodical ISO Audits.
· Recruitment and enrollment of new employees as per company’s requirement.
· Time Management and Probation follow up.
· Responsible for all types of system(SAP) updates such as monthly deductions, periodical Increments and variable earnings.

· Other general Administrative jobs.
·  Position: 
Sales Coordinator (Sales Department) 
National Cement Company(P.S.C.), Dubai
from September 2008 To 31.03.2015
Sales & Marketing Management

· Manage responsibilities such as effective business planning, implementation, supervision of corrective actions to stay ahead of competitive markets. Review reports to project sales and determine profitability.

· Highly proficient in providing first class customer experience resulting to satisfaction, loyalty and retention. Preserve a high level customer service.   

· Generate new clientele for products or services and develop contacts in the market.

· Refurbish pricing strategies, balancing firm objectives and customer satisfaction. Determine
       price schedules and discount rates. Monitoring monthly receivables of customers.
· Use customer service skills to heighten sales opportunity of each customer. Process transactions and respond to product/service inquiries in a responsive and timely manner.

· Work with the team in identifying product characteristics that will appeal to consumers.

· Arrange merchandise display in such a way that entices customers. 
· Understand the prevailing market trends and issues,  analyze its impact towards the business and further devise strategies to oppose any possible business threat.

I am presently working in Tanfeeth LLC, a group company of Emirates NBD. 
I hereby declare that, all the information given above is true to the best of my Knowledge.

(Mohammed Moinuddin)







             

Date: 

             Place: Dubai
