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sandeep-398979@2freemail.com 

Phone: +971504753686
	OBJECTIVE
	Intend to build a career in a leading corporate of hi-tech environment with committed &

	
	dedicated people, which will help me to explore myself fully and to work as a key player

	
	

	
	in challenging & creative environment. Strongly dependable and detail-oriented person

	
	with an exceptional client service record. Adept at addressing multiple tasks

	
	simultaneously with complete professionalism and accuracy. Skilled in maintaining

	
	complete client requirements confidentiality with respect to all accepts of business.


WORK
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EXPERIENCE



Terraco UAE Ltd. Co.
July 2018 — Present

Logistics Associate

Arranging deliveries & order tracking

[image: image3.png]



Manage warehouse inventory
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Respond to shipping complaints, lost items, damages
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Coordinate all shipments for all locations
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Follow schedules of product distribution
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Work with carrier and third-party services
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Document invoices and payment postings
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Correspond with customers; report client requests
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Assist logistics coordinator, warehouse specialists, and other team members when needed to meet schedule
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Notify customers if shipments are delayed
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Track shipments details, locations
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Communicate with carriers regarding service levels
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Update shipping system with rates, surcharges, and service standards
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Work with managers and team members to implement new strategies and initiatives
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Collaborate with other departments to integrate logistics with company processes
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Update service-level reports and provide analysis on findings Inform management of ongoing performance issues
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Technology leaders Co. Ltd
Jan 2016 — Oct 2017

Riyadh,KSA

Project estimation

Finding out client requirements
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Researching materials, equipment and labor costs
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Meeting with suppliers for project requirement
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Finding out skilled labours for project works
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Collecting quotes from materials suppliers and subcontractors
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Assessing the levels of commercial risk on a project
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Analyzing company data, exchange rates and prices
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Preparing and submitting quotations for work
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Helping to get new contracts and supporting buying activities
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PEARSON LEARNING CENTER
March 2012 — Dec 2015

Marketing Incharge

Pearson Learning center was a start up business with partnership contract. We have taken franchise from Pearson group. I was handling all the marketing activities of the business.

Effectively manage daily administrative tasks
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Prepare reports on marketing and sales metrics
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Collect and analyze consumer behavior data
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Conduct market research and identify new opportunities
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Coordinate with the marketing design and content teams to generate digital and print advertising material
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Contribute to collaborative efforts and organize promotional events Assist with organizing promotional events
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Monitor and report competitors' marketing and sales activities
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QUALIFICATIONS
Bachelor of computer application Bharathiar University RegisterNo.0822J2588

+2 Commerce
Kerala state board
Register No.4238209

Class 10th SSLC
Kerala state board
Register No.302924

DRIVING

[image: image38.png]



LICENCE
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ADMINISTRATIVE SKILLS



UAE driving licence No. 69381
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Saudi driving licence No. 2403730191
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Indian driving licence No. 49/458/213
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Excellent oral and written communication skills
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Detail oriented and works with a high degree of accuracy Highly organized and flexible
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Ability to multitask and meet changing deadlines
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Must be self directed and able to complete projects with limited supervision Maintains staff confidentiality
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Working knowledge of email, scheduling, spreadsheets and presentation software
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COMPUTER

[image: image50.png]



SKILLS

[image: image51.png]



STRENGTHS



Operating system: Windows Xp, 7, 8,10
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MS office : excel, word, power point
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Excellent typing speed (40 wpm)
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Worked on Sage X3 (Sage X3 is an enterprise resource planning product developed by Sage Group aimed at established businesses. The product was formerly known as Sage ERP X3 and is available in many of the territories that Sage operate. The product line which evolved into Sage X3, Adonix X3, was purchased by Sage in 2005.)
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Excellent interpersonal and communication skills
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Analytical and problem solving acumen
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Extreme attention to detail with a high level of accuracy
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Effective organizational and time management skills
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Friendly individual with a calm nature
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Exceptional reporting acumen
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Proven ability to take initiative and stay customer focused at all times
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PERSONAL INFORMATION
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REFERENCES



Profound ability to meet new challenges with enthusiasm Able to take and follow directions
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Track record of working efficiently in a fast paced and environment Effectively works collaboratively with co-workers, supervisors and juniors

[image: image67.png]


[image: image68.png]



Nationality:
Indian
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Date of birth:
17.7.1990
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Marital Status: Married
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Visa Status    : Visit Visa[image: image73.png]



References available upon request.
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