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Email:     usman.383869@2freemail.com 
In pursuit of challenging assignments that would facilitate the maximum utilization and application of my broad skills and expertise in making a positive difference to the organization.

 OBJECTIVE 

To pursue a challenging career and be a part of professional organization where my technical skills,

talents and capabilities are used to the maximum for the benefit and development of the organization, and to my professional growth.

 WORK EXPERIENCE 

Gulf Circle Marine LLC Dubai (2014 TO Present):-
Sales Assistant: (2017 to Present)
    Receiving enquiries sending for price and preparing quotation afterwards.

    Formatting of quotations and delivery notes.
    Updating enquiry log sheets.
Operation Assistant: (2016 to 2017)
    Material arrangement from market to warehouse and then to the vessel.

    preparing necessary documents pre-arrival of vessel (NOC, Gate passes)
    Vessel tracking prior arrival.
    Monitoring vessel ETA and ETD with coordination of relative port agents.
    Updating logistic log sheet and preparing record and reports.

    Obtaining acknowledgment of original delivery notes of corresponding clients.
    Preparing material return vouchers (MRV) subject to reception of material.
    Coordinating with Sales Dept. to execute the delivery of material to the concerned ports.
Data Entry Specialist: (Six Months) 

Worked as Receptionist cum Data entry Specialist for six months performing duties as receiving phone calls, transferring to the concern dept.

Store Keeper: (2014 to 2016)

Arrangement of material from supplier, checking of material according to the delivery notes as per requirement of clients.

     Upon receipt of material packing cartons, palletizing and wrapping.
     Maintaining record of the material according to the ETA of the vessel.
     Responsible for enlisting the material on suitable place.
     Filing document and papers of and other assisting other administrative staff.
     Reconciliation of stock.
     Counting and evaluating in the year end to value the total stock for preparation of the accounts.
  ON JOB  TRAINING 

SAGE 50/SAGE 300: 
    Voucher under A/P and A/R modules.

Dry-dock On board Representative: 
    Receiving enquiries and any possible services on board.

    Collection sample material with coordination of Chief Engineer/Master of the vessel

    Advising ship staff about the specification of material.
    Coordinate with sales and procurement executive to arrange the price quotation.
    Arrange the delivery of approved orders.
    Obtaining duly signed and stamped delivery notes from the vessel.
Procurement Executive: 
    Sourcing of products from different potential suppliers in the market.

    Procurement of goods as per clients such as Deck, Stores, Engine, and provision with the coordination of Sales staff.
 Courses / Seminars / Workshops 

Application Software:
•    Sage 50/300

•    MS-Excel and MS Word

•    Participated in Sea Trade Exhibition, held in Dubai world trade center. OCT/2016

•    Attended Logistic Seminar organized by Blue Ocean Academy Dubai. FEB/2017

•    Certified as a Youth Democracy Team Member for youth action for democracy project. Organized by Youth

Parliament Lahore Pakistan. DEC, 2011

•   Participated in Simulation Exercise of “Disaster Response” organized by Pakistan Red Crescent Society with the collaboration of Turkish Red Crescent AJK State Branch Muzaffarabad. OCT, 2011
•   Obtained the certificate of “Know Your Rights” (A human Rights Education project) of youth parliament of

Pakistan in collaboration with ministry of Human Rights, Government of Pakistan. OCT, 2011

•  Attained Certificate of Facilitation (A Salute to Volunteer who Serve their Life for Humanity) Organized by

Pakistan Red Crescent Society. NOV, 2013

•   Attended “Provincial Youth and volunteer camp” Held by Pakistan Red Crescent Society AJK Branch. NOV,

2011

•   Participated in “4th National Youth and Volunteer Eight Days Camp. Organized by Pakistan Red Crescent

Society. 2012

•   Successfully completed training of First Aid, Communication and disaster Awareness. Held by Pakistan Red

Crescent society AJK State Branch.
ACADEMIC CREDENTIALS 

	SL No.
	Qualification
	Year
	School/College
	Board/ University

	1.
	Matriculation
	2010
	Bab-ul-ilm the merit school and college
	AJK University

	2.
	Intermediate
	2018
	pursuing
	AJK University

	3.
	DIPLOMA IN Excel
	2014
	Karama Institute of computer sciences
	Dubai, UAE


  PERSONAL STRENGTHS 

•    Proven capability in tackling the issues.
•    Instrumental in achieving the timely completion of assigned targets.
•    Skilled team player with proven ability to lead and motivate teams to maximize productivity.
•
Sound  communication skills  through  patient  and  persistent  dialogue; Disciplined,  versatile  and  big picture thinker.
•    Proficient in working under pressure environment.
PERSONAL INFORMATION 

•    Language Known:  English, Urdu
•    Gender:                   Male

•    Nationality:             Pakistani
•    Visa Type:              Employment Visa (Notice Period Sep, 2018)
•    Driving license:      Light Motor Vehicle (waiting for final test)                                                                                 3
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