	Mohammed Ammar Khan
Bachelor of Computer Application (BCA)
Master of Business Administration (MBA) 
3 Years Experience in Administration
Mobile: +974 31060937       
E-Mail: mdaak55@gmail.com
Visa: Business Visit up to mid of February
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 OBJECTIVE: 

 Seeking an opportunity to support myself by providing honest, diligent and support services in an organization where I can progress and grow.  

KEY COMPETENCIES:

· A result oriented professional with over 3 years of experience in business administration.
· A dedicated team player, known for taking initiative and develop solutions that improve daily operational flow and team effectiveness.
· Excellent data gathering and analytical skills.
· Business and profitability sense.
· Can do attitude. 
· Adaptable and flexible.
· Internet and web browsing skills. 
· Excellent communication and interpersonal skills.
· A team player with a proven track record.
· Excellent customer service skill.


ORGANISATIONAL EXPERIENCE: 
[bookmark: _GoBack]
Tenure 			Company Name			Designation

Sep’15 to Oct’17 		Bin Dhahi Trading LLC	  	 Administrator
(Dubai, United Arab Emirates)		
Job responsibilities& duties:
· Maintain supplies inventory by checking stock to determine inventory levels.
· Anticipating needed supplies placing and expediting orders of supplies and verifying Receipts of supplies.
· Placing and expediting orders of supplies and verifying receipts of supplies.
· Maintain workflow by studying methods, implement best solution and develop reporting procedures.
· Maintains employee files on leaves, reimbursements, allowances, travel expenses etc.
· Provide quality back up processing at the end of the each day.
· Offer regular office assistant duties and interaction the client/customers.
· Provide various methods of accounts as the account receivable in-charge such as billing and invoicing.
· Provide necessary changes in computer operating systems and accumulating the records.
· Supply various features of data entry and documentation.
    
Tenure			Company Name		Designation

Oct’ 2014- Sep’2015       BIBI HOSPITAL & CANCER CENTRE as Administrator
(Hyderabad, India)
Job responsibilities &duties:
· Act as point of contact for internal and external clients.
· Develop and maintain filing system.
· Assist in the preparation of regular reports.
· Organize and schedule appointments.
· Liaise with executive and senior managements and handle requests.
· Draft letters and memos requested by management.
· Maintains employee files on leaves, reimbursements, allowances, travel expenses etc.	     
· Provide quality back up processing at the end of the each day.
· Provide various methods of accounts as the account receivable in-charge such as billing and invoicing.
· Supply various features of data entry and documentation.
PERSONALITY TRAITS: 
· Skilled in building and maintaining excellent relationship with team members and management.
· A flexible professional who enjoys learning new skills and adapting to organizational changes.
· Strong motivational and leadership skills.
· Exceptional presentation and interpersonal skills.
· Unmatchable communication skills in written and verbal both.
· Ability to work in team as well as individual.

QUALIFICATIONS:      
Bachelors of Computer Application (BCA) passed in First Class in 2012 
Masters of Business Administration (MBA) passed in First Class in 2014


Computer Literacy:
Well Versed MS Excel, MS Word, MS Power point, Adobe Photoshop  PageMaker, CorelDraw, html. 
Efficient in Internet and Web Browsing. 
Expert in social media advertising.

                               PERSONAL DETAILS

Nationality				:	Indian
Marital status				:	Single
Visa status				:	WORK-BUSINESS VISA
Passport No				:	M3299506
Expiry date				:	06-02-2018
Place of issue        			:   	India
Language proficiency  			:	English, Hindi & Urdu.				


I hereby declare that the information furnished above is true to the best of my knowledge.


Date:  November 2017	
	
Place: Doha Qatar                                         												                                                   (Md Ammar Khan)
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