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Curriculum Vitae
Name: Abdul 
 Email: abdul.336702@2freemail.com                                                                                                
Objective:-
            To achieve a challenging position where I can prove my abilities in growth and interest of an esteemed organization

Summary:-
· Possessing a schedule carrier in Personnel and secretarial abbreviations.
· Having a very good experience in the field of coordination , secretarial and official  documentations

· A very good experience as   for 3 years as Data Entry Operator in a UK based company, U.A.E
· A very skilled experience for about 2 Years as Store Keeper Cum 

      Yard Administrator in Scaffolding & Formwork Division Of  

       Dutco Balfour Beatty LLC, Jebel Ali, Dubai, U.A.E.
                        Worked as Inventory Controller in ADNH Compass LLC, 

       Abu Dhabi    UAE.

· A bachelor degree holder in science.
· Post Graduate Diploma in computer application (PGDCA).
Education:-

· Successfully completed bachelor of science degree in April 2003 from Manonmaniam sundaranar University, India.
· Successfully completed Post Graduate Diploma in Computer Application in April 2004 from Manonmaniam sundaranar University, India.
· Having a Good knowledge in Multimedia aspects of Photoshop, Flash,

Animation, Adobe pro premiere with audio audition and Video editing technology etc
Work Experience:

Designation                                   Company                                                           Tenure

HR Coordinator at Dutco Balfour Beatty LLC from 2006-to 2009 (UK based company), Dubai, UAE
· Responsibilities
· Co-ordinate with recruit mental submissions
· Maintaining HR Reports weekly/monthly
· Attending telephone calls, making appointments and all other office rout lines
· Typing all correspondence, fax, E-mail etc.

· Distribute all incoming faxes and other documents to the respective persons

· Receive process and distribute documents division-wise.

· Handling all mails, maintaining an up-to date filing.

 Worked as Personnel officer for the Personnel & Administration Dept., DBB Head office,
 Jebel Ali, Dubai.

· Responsibilities
1.  Co-ordinate with recruitment, visa formalities, passport, consulate etc

2. All secretarial support to the Personnel & Administration Manager.

3. Co-ordinate with hotels, travel agencies for accommodation and travel arrangements

4.  Handling all aspects of office administration.

5.  Typing all correspondence fax, e-mail etc

6.  Liaison with clients, authorities, contractors, Sub-contractors, suppliers and related correspondence.
7. Handling all queries and visitors

8. Attending Telephone calls, appointments, filing etc., and all other office routines.

· Designation                                   Company                                                        

Storekeeper   Dutco Balfour Beatty-Scaffolding &Formwork Division, Jebel Ali, Dubai, U.A.E    from 2009 to 2011
· Responsibilities:-
1. Communicate with the external and internal customers with material delivery
Process
2. Estimate the daily materials stock and feed up materials data in the Organization Criteria.

3.  Preparing material invoices of daily hire and Sale transactions.
4. Updating of daily delivery and return materials from internal and

External customers with day to day stock adjustment

5. Obtaining details and documents to produce Security pass for the vehicle carrying Scaffold Materials to the free zone sites as well airport sites.

6. Telecommunicating and emailing to the clients with the availability of stock 
To their site necessity
7. Yard supervision and collecting information about safety requirements.

8. Information about the work status of the operating equipments like forklifts,

Heavy duty vehicles for their maintenance and issue of vehicle permits etc
· Designation                                        Company

 Store Keeper & Administrator      UAE from 2013 to 2016.
· Responsibilities:-

1. All Store Keeping Process of material delivery, reporting in SAP
2. Update of daily inventory stock
3. Posting the incoming invoices
4. Making Monthly Revenue Reports
5. Communicating with the supplier for preparing the quotation for the equipments required for the Locations
6. Making Order for Daily Based working Materials and keep Requisition to make Purchase order and get the material to receive at the store
7. Making Administration Measures in term of Job request made from Various Sites
· Designation                                        Company

         Network Supervisor at Aloy Computers, in Tamil Nadu India from 2004 To 2005
· Responsibilities:-

Worked as a mobile technician, network Supervisor in Aloy Computers in India.

Promoting Internet aspects, Computer spare parts, Data components, pre-defined

    Software technology, trade links communication

1. All Systematic support and co-ordination with sales & Marketing executives, stores etc.

2. All correspondence –suppliers and customers-incoming & outgoing letters, faxes, statements, quotations etc.

3. Arranging shipment with suppliers/customers.

4. Quoting to customers and follow up of orders and payments.

5. Handling customers.

6. Maintaining up to date store inventory.

7. Preparing all invoices, receipts, and statements 
Personal Details:

Nationality


:

Indian

Languages Known

:

English, Hindi, Malayalam and Tamil
Marital status


:

Married
Passport Number

:


Issue Date


:

31/12/2013

Expiry Date


:

30/12/2023
Visa Status


:

Long Term Visit Visa
