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AHMED 

PROFESSIONAL EXPERIENCE
2007 – Present
INVESTMENTS Ltd, Dubai– The asset management arm of Prudential plc. 

Public Relations Officer and Office Assistant
PRO Responsibilities:-
· Liaise with DIFC for all operational, immigration and government matters
· Control of expiry dates and the renewing and updating of Visa's for all staff
· Management of entry/exit from the country according to UAE Laws
· Attestation of Documents
· Processing of spouse and family visa and renewal

· Arranging visit visa and extensions to such visas

Office Assistant Responsibilities:-
· Elaboration of letters and documents

· General administrative services
· Make travel arrangements for Senior management and staff

· Manage orders, stocks and distribution of office supplies

· Provide assistance in organization of events

· Maintain and update office contacts on database

· Handle incoming / outgoing calls, correspondence and filing
· Responsible for raising purchase orders and invoice tracking
· Create and modifydocuments using Microsoft Office
· Update, process and file all office documents
· Responsible for chauffeuring CEO and visitors or company’s guests as directed by CEO
· Running errands and performing miscellaneous job related duties as assigned 
2005 – 2007
ARAMEX INTERNATIONAL LLC, Dubai– Leading global provider of comprehensive logistics and transportation solutions. 

International Operation Team Member
· Maintain all records of outbound and inbound shipments
· Sortshipments and make manifests
· Manage customer queries 
· Responsible to keep track that progress of job work conducted is in accordance to the schedule
1997 – 2004
KEY RENT A CAR Co Ltd, Al-Khober (K.S.A)– A leading Car rental company with a fleet of over 500 vehicles. 

Customer Care Executive
· Responsible for handling and maintaining a fleet of 500 cars

· Achieve monthly sales target for each vehicle segment
· Generate sales through cold calls and organized meetings with corporate clients
· Prepare tariff plans
1996 – 1997
BINZAGAR Co,Dammam (K.S.A)– Binzagr Company, part of the Binzagr Group, is amongst one of the largest Distributors in KSA.

Sales Executive 
· Prepare quotations for the products
· Identify the needs of the customers and highlight the benefits of the products best suited to them
· Identify the target customers by adopting different strategies in terms of achieving sales target
· Handle correspondence and computer related jobs
· Order and maintain stocks
EDUCATION
1988 – 1991
Osmania University, Hyderabad (Indian) – Bachelors in Commerce
PERSONAL DETAILS:

· Date Of Birth

2nd October 1971
· Nationality


Indian

· Marital status

Married

· Visa Status

Residence transferable 
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Languages

English, Arabic and Urdu[image: image3.jpg]
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