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Career Objective
	
	A result driven, competent & dedicated management professional working as Logistics In Charge & offers more than 14 years’ experience in customer service, logistics coordination, HR & Admin, freight forwarding and transportation operations.




Skills & Competencies
	
	· Able to work independently, task oriented and self motivated,

· Excellent communication skills, both written & spoken English 
· Possess firm administrative and organizational skills,

· Emphasis on high quality work and job-completion,

· Building and maintaining lasting business relationships,

· Ability to adapt to tomorrow’s changes,

· Possess the passion and the willingness to learn,

· Sincere, Honest and hardworking

· Open to the challenges of change and learning.

· Flexible and adaptable to manage several task,

· Innovate, brainstorm and sort out issues,

· Open to the challenges of change and learning.


Professional Experience
	Ahmed Abdulrehman & Sons L.L.C (A Division of Al Rais Group), Dubai.
(General Trading Household Items)
Import / Export exe
Jan 2004 – Till Date
eMerge Soft Tech Pvt Ltd, India
 (Software & Hardware )
Secretary/IT 
Jan 2001 - June 2003

	A highly demanding position requiring dedication, commitment & streamlining performance based on learning. My contribution towards the organization can be summed up as follows; 

· Preparing and Processing Payroll and WPS of 85 employees 
· Short Term Loan, Trust Receipt, LBD, Telex Transfer and all banking documents preparation.
· Monitor Bank Accounts Online (ENBD,BANK OF BARODA,CBD)
· Coordinate all administrative and business functions and make sure that they are properly done without delay.
· Handling all employees visa renewal, appraisals, cancellation and new visa processing in coordination of company PRO 
· Preparing employee Leave Salary, Travel reimbursements and Final settlement.
· Handling leave application and releasing the passports after the approvals and clearance.

· Preparation of Quotations, Enquiries and other records

· Administer schedules, appointments, business meetings and conferences.  Also organize itinerary arrange travel, Marhaba & hotel bookings.

· Preparation of L/C’s and it’s all related documents

· Preparation of Proforma Invoices, Invoices, Debit notes & Credit Notes

· Handling import formalities like Legalization of Invoices, coordinating Logistics etc

· Preparation of all documents to Import/Export shipment.

· Handling Petty Cash Accounts

· Documents clearance formalities in the Customs online website.

· Liaise with Supplier & shipping line
· Maintaining professional confidentiality and never disclose any secrets pertaining to the company
· Renewal of company Trade Licenses and Tendency contracts of main and branch offices, staff accommodations and management

· Processing Work/Tourist visa for our Management & Executive Staff for UK, Singapore, USA, Canada, Zhenzhen countries and other countries.

I have been responsible for,

· Preparation of Quotations, Enquiries and other records

· In depth checking of Purchase, Sales Etc.
· Follow up on outstanding receivables
· Preparing overseas payment/Telex transfer

· Managing Bank Deposit and take care of all banking transaction

· Report Preparation: Trail Balance with all adjustment, Profit and Loss    Account, Receipts and Payments Account, Budgeting.

· Maintaining a high standard of quality service at all times


	Synergy Log-in Systems Ltd,India, India

 (Software  Development )
Secretary/IT 

July 1999 - May 2000

	I have been actively participated in Software Development for the main projects for the company & other major clients……..

a) Project Name: ITMS CHART

· Client             : RBI(Reserve Bank of India)(Training Division)

· Language       : Java & JSP
· Data Base      : Oracle

· Role               : Active Team member responsible for Design, Coding &  

                         Testing.

b) URL:www.synlog.net
· Language/Tools   :  HTML,VB Script, Javascript, ASP & Java Applets

· Client                    :  Synergy Log-in Systems Ltd

· Database               :  Oracle

· Role                      :  Active Team member responsible for Design, Coding only

             


EDUCATION
	
	Bachelor of Commerce (B Com)
University of Mysore, Karnataka, India



PROFESSIONAL DEVELOPMENT
	
	· Holding ‘Certificate of Excellence in D.C.A (Foxpro, D-Base, C & Unix Programming) from Palakkad computer center, palakkad, india

· Holding ‘Certificate of Excellence in P.G.D.C.S (JAVA,OOPS,VB, PB, ORALCE & C++ Programming) from Software Solution Integrated Ltd
· MS Excel (Excellent knowledge in If, Sumif, Sub-Total, Filter, Pivot Table and special skills in data capturing and analysis

· MS Word & MS Power Point

· Accounting Software Tally 6.3
· Completed Typewriting (Eng) 35 words per minute.


Reference 
	
	Can be provided if required



Personal Information
Date of Birth

: 19th February 1976
Marital Status

: Married
Nationality

: Indian

Visa Status

: Employment (Transferable with NOC) 
Communication Skills 
: English, Hindi, Tamil & Malayalam
  UAE Driving License Holder for Light Vehicle
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