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                                  Sameer 
                                                            Sameer.382810@2freemail.com 
Objective: Seeking to find a position in development-oriented company which allows me to use my qualifications to fill the needs of its members and clients and to use proven skill and ambition in career with potential for long advancement.
Present Experience: Presently Working as Warehouse Incharge, Logistic Executive                 & Office Co-ordinator in Plast Middleast FZCO, from Sep-2011 till date.
Job Responsibilities

· Independantly handling Office and Store Responsibilities.
· Custom Clearance Of Sea Frieght,Air frieght & Checking The Countness Of the materials received.
· Working On Deliveries After checking the Orders & segregation Stock and Deliveries.
· Updation the system with the list of materials received on ERP & ADHOC & Preparing the goods received note (GRN)
· Sagregation the stock received & putting them in to respective alloted locations 
· Making delivery note for the deliveries & making invoice for the respective orders.
· Applying Online for Certificate Of Origin From Dubai Chamber.
· Ordering the unavailable items as per the new orders.
· Overall maintanance of warehouse & operation. 
· Working on Export & well versed with the export documents for Air Frieght & Sea Frieght.
· Applying Online & Manual for Gate Pass for the material removing from Free Zone.                                                                                                             
· Preparing Documents for Making Bill Of Entry.
· Knowledge Of HDPE Fittings,Flanges & Pipes.
· Arranging local transport inside UAE as well as to other GCC countries
· Ensure preparation and submission of shipping documents(BL,Inv,PL,COO) as per client  requirement.
· Preparation of frieght P.O and D.N as per Clients order.
· Coordinating warehouse activities to ensure smooth running of Logistics and Operation.
· Establishing with the respective sales person about the mode of shipment.
· Maintain proper record of all documents.
· Arranging for Online gatepass for clients and guest to enter the free zone.
· Strictly observe and complements company policies,rules and regulations.
Previous Experience

Worked as Customer Service Executive, Cashier in Home Appliance Department of Juma Al Majid Group, from Dec-2007 till Sep-2011.
Job Responsibilities
· Independantly handling office administration responsibilities, and providing support/information/feedback to all the branches and also passing information to superiors

· Attending walk in customers coming to purchase or getting information of the products.

· Making cash /credit invoices and quotations

· Custodian of petty cash and making statement for the same 

· Maintaining & Updating the customer data base.
· Maintaining office documents. 
· Arranging Delivery Schedule for the Repaired Appliances to the Customer.
Academic qualification
· S.S.C from Board of Mumbai (India) in Year 1994-1995.
· H.S.C from Board of Mumbai (India) in Year 1996-1997.
· Diploma in Mechanical Draftsman from St.Joseph Technical Institute Pune (India). 
· Certificate Course in Auto Cad From Global Computer Academy Pune ( India ) 
· Attended Mirsal-2 Training Conducted By Jafza.
· Completed Certified Course In Logistics & Supply Chain Management From Nadia                  Training Institute Dubai  - March 2018
Computer proficiency
· Good Knowledge in MS Excel, Word, OutLook,Internet ,Oracle , Cosmos ,Auto Cad,POS,ERP,Adhoc .
Personal Details :
Languages Known

: English, Arabic, Hindi, Urdu, Marathi.
Date of birth

: 25-06-1978  

Sex


: Male

Nationality

: Indian

Marital status
: Married

Religion
: Islam

Visa status

: Residence 
Training Attended :
Attended Fire Fighting Training Conducted By BRIGADE FIRE TRAINING CENTER  Dubai
Attended Safety Training Conducted By TARKHEES Jabel Ali 

Attended Industrial Operation Safety Regulations Training Conducted By TARKHEES Jabel Ali Free Zone.
Self appraisal: Excellent Communication & presentation skills, Resourceful and systematic in undertaking responsibilities and Capable of adapting quickly to new environment.
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