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Asif                                
Email
         :
 asif.382824@2freemail.com 
Al Ain (U.A.E)

21 Years Experienced in Administration/Accounts , Warehouse/Logistics
OBJECTIVE:

To seek a suitable placement in a reputed multinational company, that encourages maximum utilization of my potentials, promotes development of my skills and provides room for advancement in order to meet the needs of my family whilst contributing to the benefit of the organization.

Technical Competence:

· MS Office: Microsoft Word, Excel, Outlook, Internet
· Accounting Software: Focus, Sales force, Tally, CRM
Academic Credentials:

	Bachelor of Commerce (B.Com) with Accounting and Statistics as principle subjects(UNIVERSITY OF MUMBAI)  INDIA
	April, 1987(Grade B)

	Secondary School Education (GUJARAT) INDIA
	           April 1984 (Grade: B)

	Type Writing at the speed of 50 p.m. Manual//Electronic Course
	           June 1983

	Diploma in Windows Application
	           2007
	(Grade :B)

	Diploma in English Speaking
	           1981
	(Grade: A)

	
	


PERSONAL SKILLS 
· Administration, Accounts & Logistics co-ordination

· Warehouse administration.

· Performance management.

· Health & safety.

· Supply chain process.

· Problem solving and planning.

· Excellent verbal, written, and interpersonal communication skills.
· Ability to get the root cause of an operational problem.
· Flexibility to work variable schedule
· Quick leaner Capability to handle responsibilities  efficiently and independently
Practical Experience:

BIN MOOSA DALY LLC, ABU DHABI, United Arab
Emirates (3rd June 2007 – Till date) 11 Years

Working as “LOGISTICS COORDINATOR /ADMINISTRATOR”  Branch Operations– prime responsibilities

· Day to day office routine work and reporting to management
· Handling all official correspondences 
· Provide leads to Sales team of walk in customer’s potential
· Respond to customer queries about products, pricing, availability and credit terms
· Focus on prime objective customer satisfaction at all times and improve the relationship with existing and new customer
· Resolving customer complaints regarding Sales and site deliveries.
· Liaise with warehouse and logistics team to ensure that delivery commitments are met, accordingly communicating with customer incase of any expected delivery delays
· Act as team player with larger number of members including Sales, Warehouse, Logistics, Finance, Credit control department, human resources, QHSE, Admin IT.
· Dealing with customers at counter and colleagues with cheerful attitude
· Handling petty cash amount AED: 30,000 for Logistics, administration/local purchase expenses

· Maintaining relationships with existing customers through visits as and when required

· Negotiating variations in price, delivery and specifications with supplier.

· Coordinating  with all team members within branch and other branches for operations requirements

AL JABER (August 1999 – April, 2007)

Worked as ADMINISTRATOR prime responsibilities

· Reviewing incoming reports / submissions and distribute to the concerned
· Acting as initial point of contact for all internal & external enquiries.
· Taking charge of the Administration Department & supervising a team of large members.
· Preparing the Customer Invoices and data entry in CRM
· Purchasing the material from local market related W LL equipment repairs
· Accounting data entry and submitting for Finance approval
T A TA STEEL INDIA (December 1989 – December 1997)

 Worked as Customer relation officer prime responsibilities

· Reviewing incoming reports / submissions and distribute to the concerned
· Acting as initial point of contact for all internal & external enquiries.
· Taking charge of the Administration Department & supervising a team of large members.
· Preparing the Customer Invoices and data entry.
· Purchasing the material from local market related W LL equipment repairs
Languages:  English Spoken & written,  Hindi , Urdu Spoken & Written, Arabic basic spoken.

Skill Base: Posses Good work Ethic, Self-motivated and with positive attitude, Time efficient, Team Player, Flexible, Reliable

SPORTS :
Professional Cricketer
Personal Information:

Age & (Date of Birth)

: 
15/09/1966 (51)



Sex



:
Male


Religion



:
Islam




Marital Status


: 
Married 




Nationality


: 
Indian


Reference


: 
Available on request

Visa Status


:
Resident Visa (NOC Available)
Declaration:
I assure you, if given a chance to serve in your Esteem and reputed organization, I will discharge my duties honestly to the best of my abilities and utilize my professional experience.

“I hereby declared that the above mentioned information are correct and very much sincere as knowledge.”

