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Professional Summary
Dedicated and result-driven office manager with experience streamlining office operations
Enhancing productivity and optimizing administrative process, prove track record of implementing system and managing divertive to support organizational objective.
Always support a positive work environment ensuring work-oriented communication across team.
 Skills
· Office Management
· Customer Service
· Data Base management 
· Administrative leadership
· Petty Cash Handling 
· Warehouse & stores, stock maintenance.
· Logistic support, and shipment transport 
· Expertise in attending events
· Gathering market info


Currently working 
3.Al Hilal Group (Hilal Computers) for 15 years 
Joined as  office Manager, by enduring administrative skills ensuring the smooth execution of day-to-day task improving the work flow efficiency.
Implement the significant plan for the benefit of company through vital market info by visiting and attending events and exhibition in Riyadh.
Maintaining good relation with the sales and service teams for smooth running of the business.
Well coordination between service team’s follow-up receiving good response from customers.
Managing Payment follow-up, invoice generation & submission, all matters related with finance and debt collection.


Work History
2.PAMAS EST ( DANWAY ) 2 years 
Worked as sales engineer in Industrial equipment, Inkjet printers LINX, weighing scales, pallet wrapping machines, label applicators etc all industrial system.
1.Bassim Rajab Co.      2 years 
Worked as customer care executive maintaining good relation with the consumer who need medical equipment and support, understand the exact need of the end user and advise them as per their need. Providing service support whenever they need.

Name : 		SYED SALEEMUDDIN
Age :			46 years
Qualification:		Diploma in Electrical & Electronic Engineering
Bachelor in Admin
Nationality:		Indian 
Iqama Status		Transferrable 
Driving License	Valid Saudi Driving license 
Mobile:		0568199553 / 0558941789
Email:			salim429_2@yahoo.com
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