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	OBJECTIVE


	
	Seeking a senior position in Purchase/Sales Administration in a prestigious organization that will require and utilize my knowledge and skills to the fullest and recognize me as a dedicated & hardworking team player.

	experience


MAY 2006 – JAN 2018                      


R.A.K. – U.A.E. 

	The Company
	Manufacturers of Thermal Insulating Material for Industrial Purpose

	Designation
	Manager - Sales Administraton

	Responsibilities
	· Process customer POs as per terms and order material on Factories world-wide

· Prepare Sales Plan and Schedule dispatches to meet monthly target
· Supervise Logistic and documentation activities of two team members 

· Data processing on ERP System JD Edwards 

· Weekly reports on sale and orders to higher management on SAP

	Additional Roles
	· IT Admin for Middle East region

· Order Processing for newly commissioned manufacturing plant at KIZAD

· Process orders from Qatar Customers through Singapore Office’s ERP System


AUG 2003 – FEB 2006                       AL AQILI FURNISHINGS                                    DUBAI – U.A.E. 

	The Company
	Providers of flooring solutions (Carpets & Wooden Flooring)

	Designation
	Admin and Sales Coordinator – Retail Division (Carpetland)

	Responsibilities
	· Handled administrative responsibilites of the carpet division

· Coordinated sales activities and installation work at sites

· Customer service

· Systematic reports to higher management


OCT 2001 – JUN 2003                               OMNISIGNS           
                                    DUBAI – U.A.E. 

	The Company
	Advertising company  specialised in computer aided advanced display production technologies

	Designation
	Administrator

	Responsibilities
	· General Administration
· Managed Floor staff

· Production Scheduling, Purchase, Delivery

· Interacted with Clients and Suppliers

· Shipment Logistics, Correspondence

· Estimates & Invoices, payment follow-ups

	Education

	
	Post Graduate Diploma in Computer Applications 

 1994–1995 Institute of Human Resources Development for Electronics (Govt. of Kerala), Kerala - India               

· Subjects: C, COBOL, Unix and Shell Programming, System Analysis and Design (SAD), Database Management Systems (DBMS)
· Grade: First class with distinction (75.55%)

	
	Graduation in Mathematics 

 1991–1994         St. Joseph’s College, Devagiri (University of Calicut), Kerala - India

· Subjects: Mathematics, Physics, Statistics

· Grade: First Class (60%)

	
	 Under Graduation 

 1989–1991          Govt. Arts & Science College (University of Calicut), Kerala, India

· Subjects: Mathematics, Physics, Chemistry

· Grade: First class (61%)

	
	School Final
 1988–1989           R.K.Mission High School (Board of Public Exams, Govt. of Kerala),  Kerala, India

· Subjects: Mathematics, Science

· Grade: First Class (76%)

	Computer  proficiency

	
	· Operating Systems                       

· Operating Environments               

· Languages

· Packages
	MS-DOS, UNIX, Windows 7, 10
LAN, Windows NT, Internet

C, COBOL

FoxPro, Clipper, MS-Office,
JDEdwards, SAP

	Personal details

	
	· DOB                                           

· Sex                                              

· Nationality                                    

· Marital Status                               

· Visa Status

· Languages known        

· Driving License              
	1st June, 1974

Male

Indian

Married

Resident Visa (Valid up to 28/03/2018)

English, Hindi, Malayalam

UAE Driving License (Valid up to 23/01/2026)

	declaration

	
	I hereby declare that the above information furnished by me is true to my knowledge and belief.

                                                                                                           (Sreekumar)





sreekumar 


�E-mail: � HYPERLINK "mailto:sreekumar-376114@2freemail.com" �sreekumar-376114@2freemail.com�          











