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Curriculum vitae
Anjum
Email ID: anjum.369852@2freemail.com 

Objective:

Being optimistic and hard working, looking for a suitable position which should offer me opportunity to add value to the company and in return enable me to have a better life.
Suitability:

Indoor/Outdoor Sales Executive, Office Assistant & Messenger, Merchandizer, Purchaser, Warehouse Management, Petrol Pump management, Camp Boss.  
Skills:
· UAE Driving License.
· Computer Literate.
· Sound Knowledge of Dubai roads and landmarks
Work Experience:
UWITS IT Solution LLC- Dubai, UAE: May 2012 till date.

Company is in the field of IT, providing total solution for small businesses including hardware, software and consultancy.
Position: Follow Up Clerk

Responsible for: 
· Sales: Selling cartridge/toner, collecting money, depositing to bank, keeping all records relating sales to various customers.
· Purchases: Procurement of hardware required for system maintenance and installation. Keeping records of all purchases and payments.

· Record Keeping: Keeping records of maintenance and system installations. Maintaining records of Annual Maintenance Contracts (AMC). Maintaining records of AMC’s calls, attendance and collection
· Follow UP: Follow up on receivables, renewal of AMC’s, installation work in progress etc.
· Accounting: Deposit cash and checks into bank and maintaining its records. Custody of office petty cash, its disbursement and maintaining full record.
· Administration: Keeping records of staff’s personal files, attendance and custody of passport. Following up on visa issuance, medical, visa stamping on passport, labor card issuance etc. for new hire. In case of termination or resignation of staffs, follow up on complete procedure till the exit of the staff from country.
· Office Management: Maintaining attendance and time sheet of staffs, ensuring proper and timely kitchen supplies, supervising office maintenance and cleaning.
Jai Jawan Petrol Pump- Bokaro, Jharkhand, India: June 1989 till March 2012.

More than 25 years old Petrol Pump having franchise of IOC (Indian Oil Corporation), one of the biggest in the Bokaro Steel City, employing more than 20 staff. 
Position: Pump In-charge
Responsible for: 

· Overall administration and management of Petrol Pump.

· Coordination among partners.

· Procurement of Petrol, Diesel, Lubricant and Accessories.
· Quality check of Petrol and signing off the document.
· Payment to Suppliers, Staffs and local vendors.

· Maintaining records of daily sales.

· Keeping records of all collections and deposits to banks.

· Accounting, Tax returns and Audit.
· Maintaining records of staff’s attendance and ensuring discipline at work place.
· Payment to staff and maintaining its records.

· Liaison with banks, tax authorities and IOC’s executives.

· Complying with all legal matters.

Personal details

Date of Birth

:
05-01-1969
Education


: 
12th passed.
Sex



:
Male 

Nationality


:
Indian

Marital Status

:
Married
Languages Know 

:
English, Hindi & Urdu

Visa Status


:
Employment
Driving License

:
Valid UAE Driving License
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