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Mansoor Hassan						
Bur Dubai, Dubai, United Arab Emirates
Email: hassantulla786@gmail.com		
Mobile # +971 551321584         
	
	
Career Objective

Seeking assignments in Customer service/Export – Import Documentation/ Logistic Operations in freight / Document Controller or secretary

Personal Details
	
Father Name	:	Dost Muhammad
Date of Birth	:	10 May 1987
Marital Status	:	Single
Nationality	:	Pakistani
          	 License		:           	Valid U.A.E driving license LMV
Education

· Bachelor in commerce from Punjab University, 2008
· F.A from B.I.S.E Gujranwala, 2005
· TOIEC course of English Language from Wands worth (London), 2012
· ACONEX system knowledge for documentation
Professional Experience	
More Than Five Years Work Experience Of United Kingdom, U.A.E & Pakistan.

Al-Ahli driving Center Head-office Dubai (2013 till now)

· Working as a Senior “Operations Executive” in head office ALAHLI driving school Dubai dealing with all staff and student records helping to solve the issues and doing valuable role in Operations.
· Supervising 250 Driving instructors and drivers and arranging their duties and schedules.
· Arranging meetings with manager and making minutes of meetings and report about daily issues.
· Daily review of work in progress to ensure that targets are met.
· Identifies and resolves customers complaints.
· Performs daily backups on ERP system.

Mictell Hillpress Company (Queensbury London   United Kingdom) : (09-06-12 to 11-05-2013)        
· Secretary for a Scottish boss Mictell Hillpress Company.
· Arranging all important documents for the company and preparing all necessary
· Minutes of meetings and serving the documents on demand.
· Typing all kind of letters and applications for the boss.
· As Well As preparing registers and files and scanning all the documents and saving in soft copies.
· Prepares reviews and sends invoice statements
· Using ACONEX and Outlook for the assistance.
· Identifies and resolves invoice complaints.
Professional Movers London
Operations Executive (July 2011 to 2012)
· Dealing with all kind of home and office removal in central London.
· Handling all drivers’ duties booking and helping staff in removals.
· Arranging duties as per location of drivers.
· Working on customers complaints 
· Supervising work on work places.

 General Distributors Rawalpindi, Pakistan
SUPERVISOR (July 2009 to 2011)
· Daily encoding of Invoices/Delivery Note in the worksheet.
· Processed all associated documents pertaining to received and issued.

HABIB RAFIQ general contracting in Pakistan
Document controller (2008 to 2009)
· Overall in charge submission of all documents to consultant, client and related sub contractors.
· Maintaining all necessary logs for shop drawings material submittals IFC logs and all the submission of projects.
· Keeping all documents in safe filling system.
· Preparing weekly reports submission for consultant.
· Preparing minutes of meeting for project manager.

Computer Skills		

· MS Office
· MS Outlook
· ACONEX
· ERP
· Peach Tree Accounting
· AutoCad

Personal Skills		

· Language Proficiency	  (English, Urdu,  Hindi and basic Arabic)
· Good Communication skills.
· Function well as both independently and as a team member.
· Can work in an Environment of changing circumstances.
· Can accept challenging assignment and carry them successfully
· Self-Motivated and assertive

STRENGTH & ABILITIES   

· Commitment towards jobs
· Ability to learn quickly
· Hard working Mentality
· Attention to details
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