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SHEKAR

Personal Driver

Light Vehicle UAE 3 NO

Details

Dubai, United Arab Emirates

Tel +971504753686 

Shekhar-404411@2freemail.com 

Links

Skills

Customer Services

Time-management

Directing Visitors

Basic computer literacy

Organizational and

Detail-oriented

Strategic planning and scheduling

Professionalism and strong work ethic

Leadership and Teamwork Great Sense of Navigation Identifying road signs and exits Responsibility and Reliability
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 Profile

Professional Driver with 3 plus years of experience seeking to obtain employment where my education and abilities will be utilized while furthering the goals of my employer. Bring an employer my ability to adapt to situational and environmental changes. Also having a high moral character and pride myself with ethics along with discretion. I am a highly motivated person who takes pride in a company's goals and protecting its assets.
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 Work Experience

LIGHT VEHICLE DRIVER - KLAMPFER MIDDLE EAST LLC, SHARJAH.

Mar 2021 - Present

Obtained all endorsements loads curtain van/flatbed trailer with product utilizing forklift and pallet-jack.
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Working with others as part of a team which includes giving and receiving feedback, assisting others in completion of tasks, possess interpersonal, listening, and participation skills.
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Knowledge of safe working practices, emergency procedures, and possible dangerous situations.
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Developing and using collaborative relationships to facilitate the completion of team goals.
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Comparing and verifying shipping label and packing slip to parts for accuracy.
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Teaching new drivers about the importance of safety, as well as company policy.
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Following rules and regulations and having familiarity with diﬀerent routes and highways.
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Maintaining log books to record miles, hours, and costs incurred during trips.
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OFFICE BOY CUM DRIVER - AL FUTTAIM MOTORS LEXUS CORPORATE, DUBAI

Aug 2018 - Jan 2021

Providing a professional and courteous greeting to all clients, vendors, employees, responsible for answering and directing incoming company calls, including the Sacramento and outside oﬃces, to the appropriate party.
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Overseeing the opening, sorting, and routing of incoming mail, packages, and deliveries.
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Assisting with department tasks and projects including data input, scanning/saving statements, and maintaining APC intranet phone list. Assisting with all departments projects including census, extensions, 1099s, and FTPs.
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Processing all incoming census, fast forms, and trust information to include scanning/saving and completing the WIP process.

[image: image17.png]



Participating in the group or individual discussions regarding department process or policy improvements.
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Responding to customer inquiries in person and over the phone; liaise with cross-functional teams in support of customer needs. Organizing calendars and schedules to align with executive needs and company goals mechanical bar managed a high-volume workload within a deadline-driven environment.
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Set up and transport hazardous materials, following set procedures and safety precautions.
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Planning and charting a route to deliver a variety of goods, making time-saving detours as necessary.
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Basic Maintenance Knowledge

Languages

Telugu

Hindi

English

Arabic


OFFICE BOY - ROYAL GARDENS LLC, ABU DHABI.

Aug 2011 - May 2015

Operate oﬃce machines, such as photocopiers and scanners, facsimile machines, voice mail systems, and personal computers.
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Maintain and update filing, inventory, mailing, and database systems, either manually or using a computer.
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Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders, and address complaints.
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Compile, copy, sort, and file records of oﬃce activities, business transactions, and other activities.
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Compute, record, and proofread data and other information, such as records or reports.
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Handled email, phone and in person inquiries collected personal information from customers; improved customer database. Reviewed and analyzed insurance applications and documents; expedited materials.
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Used multi- phone systems, general computers, and helped with other oﬃce duties as needed
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 Education

Bachelor Degree - Satavahana University, Karimnagar, Telangana.

Jun 2011 - May 2014

Group:- B.Com Computers

Intermediate - Board of Intermediate Education, Vidya Bhavan, Nampelly, Hyderabad, Telangana.

Jun 2009 - May 2011

Group:- C.E.C

Civics, Economics and Commerce

S.S.C - Board of secondary Education Z.P High School, Lingampet, Telangana.

Jun 2008 - May 2009

All Subjects
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 Courses

Computer Assistant - - Nipro Computer Education

May 2011 - Oct 2011

