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CURRICULUM VITAE

JAI


Dubai, U.A.E.

CAREER OBJECTIVE: 

Seeking for Sale & Marketing/Administration/ Accounts related fields with a growth oriented organization. For a challenging position, utilizing abilities through my education & experience with and opportunity for growth based on performance. I am looking for new fields of Sales & Marketing in Real Estate. Currently I am doing Freehold Properties Sales and Rental, working as an assistant more than a year.  
WORK EXPERIENCE:

Company Name & duration:-

· Working with (The Company in U.A.E. from more than 20 years).

· Designation: Accounts and Office Administrator started from Oct 11, 1998.

· Job Profile: Handling accounts till the finalizations; Bank related jobs, Office Administration, Cashier and supporting to General Manager for sales in Real Estate.

· Functional Role: Handling Accounts, Receivable & Payable, Bank Reconciliation, Letter of Credit, Inventory, Monthly Pay Roll, Handled Free Zone Administration job, Knowledge of custom clearing and re-export. Also handling Real Estate related job and reporting directly to General Manager and Director. Have knowledge of Free Hold Properties and Rental Properties. 
· Currently handling Sales and rental of Free Hold Properties from 2007, doing sales and leasing for free hold properties and reporting to the General Manager and Director of the company. Directly in teach with customers and controlling deal till the finalization and managing all things till the end of the deal. Knowledge of Free Hold, Leasing and Rental. 
· Responsibilities:
1. Accounts monthly reports to the Boss and the Manager.

2. Handling office administration.

3. Controlling receivable and Payables. 

4. Letter of Credit, checks and cash management.

5. Bank statement reconciliation.

6. Visiting to Real Estate Offices for new offers. 

7. Doing custom clearing and managing import goods in warehouse. 

8. Reporting to the General Manager and Director regarding Real Estate customer queries. 
OVERVIEW:

A result oriented self-starter, skilled learner & effective communication a quick learner, great team player, very adaptive, determined and a change agent.

ACADEMIC CREDENTIALS:

Bachelor of Commerce Degree (3 year degree course) from Delhi University, Delhi, India. Year 1998.

TECHNICAL SKILLS:

Have good knowledge of Computer Application (MS-Office, Internet) and Tally, Peach Tree. 

TRAINING:

· Attended workshop on Dubai trade operates via portal that is an electronic media www.dubaitrade.ae to enable the JAFZA clients to apply for various services provided by the Free Zone Authority (JAFZA) UAE.

· Attended Workshop on “HARMONISED SYSTEM COMMODITY CODE” organized by custom Tariff Department, Dubai Custom, Dubai, UAE.

ACHIEVEMENTS:

· Controlling all banks related work, including L/C’s, import export documents, cash and cheques, Bank statements reconcilement, pay roll of staff monthly and controlling  inventory.
· Working in Free Zone, Jaya Int’l FZE same company from Jan 2006 to July 2006, looking exports imports of the company from the Jebel Ali Free Zone as per Free Zone rules.

· Looking for all administration work for company with Free Zone Authority. 

PERSONAL DATA:


Data of birth / Age

:
23.04.1977 / 31 years.


Sex / Marital Status

:
Male / Married.


Nationality


:
Indian.


Visa



:
Employment (NOC Available). 


Languages known

:
English, Hindi, Sindhi, Well known of Arabic.


Current / Expected Salary
:
AED: 4000 with accommodation. / AED: 6000 or More then this.                  
DRIVING LICENSE:
Holding a UAE’s driving license issued on 09-08-2004.

REFERENCES: Reference available upon request.
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