MUNAF H. MAPKAR
Roha, Maharashtra.

munafmapkar@yahoo.com
+918149853803

[bookmark: WORK_EXPERIENCE_WITH]WORK EXPERIENCE WITH

2) Mannai Automotive Co. QA
[bookmark: Counter_&_Body_Shop_Spare_Parts_Sales_Ma][bookmark: MANNAI_AUTOMOTIVE_COMPANY_COMPANY_–_QA]Showroom  Spare Parts Sales Man & Parts Coordinator( light & heavy duty veh. Mercedes/Toyota/GMC)
12/10/2010 To 07/03/2019
[bookmark: Store_Keeper/Store_IN_charge_&_Service_A][bookmark: AL-_JOMAIH_AUTOMOTIVE_COMPANY,_KSA]3) Al Jomaih Automotive KSA
Store Keeper/Store IN charge (GMC & Toyota- Light & Heavy duty Veh.)
June 1999 To 04/30/2007
[bookmark: Secretary/Admin._Assist./_Payroll/Accoun]4) Al- Mulhim Est KSA
[bookmark: AL-MULHIM_COMPANY,_KSA]Admin. Assist./ Payroll/Account 
09/15/1995 To 31/05/1999


[bookmark: EDUCATION]EDUCATION

1) 3 years Diploma in Automobile  Engineering 
[bookmark: Bachelor's_of_Commerce][bookmark: ---------------------------------------_]    2)Bachelor's of Commerce
Additional Educations & TECH. COURSES
---------------------------------

1) [bookmark: 1)_DIPLOMA_IN_TYPING__SPEED_30___PASSED_]DIPLOMA IN TYPING SPEED 30 PASSED OF MAHARASHTRA GOVERNMENT .
2) [bookmark: 2)_DIPLOMA_IN_COMPUTER_OF_MANAGEMENT_AND]DIPLOMA IN COMPUTER OF MANAGEMENT AND SCIENCE.
3) [bookmark: 3)_DIPLOMA_IN_TALLY_(FINAL_ACCOUNTS/INVE]DIPLOMA IN TALLY (FINAL ACCOUNTS/INVENTORY/PAYROLL)
4) [bookmark: 4)_ATTEMPED_TRAINING_COURS_OF_SERVICE_AD]ATTEMPED TRAINING COURS OF SERVICE ADVISOR BY GENERAL MOTORS 3 DAYS – WITH AL JOMAIH AUTOMOTIVE CO., DAMMAM KSA.
5) [bookmark: 5)_ATTEMPTED_GENERAL_MOTORS_THREE_DAYS_T]ATTEMPTED GENERAL MOTORS THREE DAYS TRAINING COURS OF WORKSHOP CONTROLE – DOHA , QATAR WITH MANNAI TRADING CO., AS ON 2007
6) [bookmark: 6)_ATTEMPTED_GENERAL_MOTORS_THREE_DAYS_T]ATTEMPTED GENERAL MOTORS THREE DAYS TRAINING COURS NONE TECHNICAL SALSE OF SPARE PARTS . , DOHA- QATAR WITH MANNAI TRADING CO., AS ON 2010.
7) [bookmark: 7)_ATTEMPTED_GENERAL_MOTORS_THREE_DAYS_T]ATTEMPTED GENERAL MOTORS THREE DAYS TRAINING COURS FOR SERVICE ADVISOR , DOHA -QATAR WITH MANNAI TRADING CO., AS ON 2016.

SKILLS / IT SKILLS

Accounting skill (Journal/Ledger/Final Accounts/Balance sheet/Inventory /Payroll) , with Computer literacy with good knowledge of Windows & MS Office and office management experience & Microsoft outlook for reviewing, receiving emails and answering.. Excellent interpersonal in English, Arabic, Hindi, & Marathi oral & written communication, mathematical and organizational skills . Active listening, speaking, persuasion skills.


RESPONSIBILITIES:

MANNAI AUTOMOTIVE COMPANY., QATAR.( May 2007 TO May 2019)

** Showroom Spare Parts Sales Man /Spare Parts coordinator
1) Assists all customers with greeting and smile (retail and shop) in selecting required parts in a friendly, professional, and efficient manner
2) Listen care fully what he need parts as per VIN, Model , Sample check properly and searched in computer to confirm the parts needed after according to stock location check the available qty and show the customer and after confirmed with sale the items with done invoice . moreover pack the customer parcel and arrange for delivery thru dispatch or help to customer to deliver near the car.
3) Informs customers of companion part requirements and specials, and ensures that the customer is exposed to the full product line
4) Reviews body shop and Mechanical shop estimates to be sure the parts that are ordered are correct and all pricing is in line with the estimate
5) Pulls and fills orders from stock
6) Notifies parts manager of out-of-stock parts or shop materials that need immediate attention
7) Locates out-of-stock parts from outside source and submits an emergency order, if necessary
8) Notifies all necessary parties when special ordered parts have been received
9) Pulls orders for delivery to body shop & mechanical shop, making sure all parts are tagged with customer names and job number
10) Follows up on back-ordered parts and replenishes assigned inventory daily
11) Verifies will-call and back-order files weekly and returns to vendors, or stocks those items not picked up or required
12) Assists outside sales representatives with their orders
13) Makes sure all internal requests for parts are billed on service repair order
14) Makes sure all internal requests for parts are billed on service repair order
15) Receives payment from retail customers or obtains credit authorization
16) Strong computer & phone skills (Internet, MS Outlook)
17) Positive attitude is a must, bring the woo!
18) BMW Parts strongly preferred
19) Closed and Delivered the cash, warranty, and credit job cards after finished the job for invoices.
20) Updating the SPNA parts arrival and report every day in Excel and notified with parts manager.

2) AL- JOMAIH AUTOMOTIVE COMPANY, KSA (June 1999 to April 2007)
1) Receiving vehicle from port with documents. Receiving vehicle As per XCO no. and VIN no. and posting in accordingly with ERP system.
2) Checked vehicle bumper to bumper and their accessory's items, like spare tire, log wrench, jack, and special tools as per the attached support documents.
3) Organized location for receiving vehicle and updated in stock system (Delphi/ Oracle formatted/ERP)
4) Ready to make and ensure the vehicle for delivery to Saudi Aramco as per thelocation.
5) Receiving Terminated Veh. By Saudi Aramco and posting and keep accounting in oracle formatted system.
6) Ensure the incoming terminated vehicle by XCO no.
7) prepare the reports of incoming vehicle by system as per type, i.e. code, specification no. . VIN no., XCO, plate no. , location of delivery etc.
8) Sending New receiving vehicle report by email to OM.
9) Prepare record of list of New assigned vehicles for delivery and arrange driver.
10) Ensure the vehicle plate no.
11) Manage the vehicles, for in case of minor repair or major (accident, it may happened.
12) Transfer's vehicle as per delivery store to store by system.
13) Managed the reports of Delivery vehicle by system.
14) Handling all driver activities for arrange and fix the delivery.

** Store Keeper & Store in charge **
1) Handling all Stores (Tires/Spare Parts/Oil and Grease), transaction all kinds.
2) Receiving Parts/Materials:
 organized Filing.
3) Check Stock and Order Dailey routine items and take approval for order from Manager.
4) Controlling Inventory weekly, monthly and yearly basis and keep updated.
5) Preparing and recording reports for OM AND GM.
6) Keeping good attention with customer's services and solving their problems: Supplying, arranging the delivery for parts/ materials from store to other stores or locations and making all related receipts of acknowledgments with approval of OM and GM.
7) Picking and posting and receiving through system and keeping all records with merge with file of each of location wise and items wise for future reference.
8) Prepare required items as per order with approval.
9) Preparing weekly, monthly and yearly incoming reports through system.
10) Working as store in charge, handling stores, like tires store, oil store, consumable parts store, consumable materials store.
11) Develop & manage sales & operating budgets.
12) Check Stock and Order Dailey routine items and take approval for order from Manager.
13) Controlling Inventory weekly, monthly and yearly basis and keep updated.
14) Preparing and recording reports for OM AND GM.
15) Keeping good attention with customer's services and solving their problems: Supplying, arranging the delivery for parts/ materials from store to other stores or locations and making all related receipts of acknowledgments with approval of OM and GM.
16) Picking and posting and receiving through system and keeping all records with merge with file of each of location wise and items wise for future reference.
17) Prepare required items as per order with approval.
18) Preparing weekly, monthly and yearly incoming reports through system.
19) Working as store in charge, handling stores, like tires store, oil store, consumable parts store, consumable materials store.
20) Develop & manage sales & operating budgets. Work Experience As Service Advisor:
1) Greetings For Incoming VIP's And Customers.
2) Ensure the Customer vehicle and plate number and record with service sheet with customer complaint properly as per customer and verified with his signature.
3) Ensure the Vin number of customer vehicle to record in computer with Oracle/Sap system and verified the complaint as per recorded on job card and prepare the job card with promise date.
4) Ensure the promise date of customer vehicle first check the workflow and workshop loading and approved delivery date with teams & workshop control after confirmed with customer.
5) Ensure the customer vehicle maintenance as per repair order and handover to workshop Maintenance teams
6) Follow-up with Workshop Maintenance teams and keep updated with customer regarding the repair order if need customer approval for Quotations /maintenance parts replace or repair.
7) Ensure parts price with store and for labor charges with workshop teams for the repair order after confirm with customer and get approval from customer by signature of customer end.
8) Finished the repair order jobs and ensure the vehicle quality test with Teams of workshop end
9) Check and ensure the quality of job at the end keep clean and washed the vehicle if need
10) make the Performa of invoice and keep vehicle ready with good and safe parking zone.
11) Call the customer regarding delivery of vehicle and arrange to collect the money from customer with cashier and after payment arrange the delivery with gate pass.
12) ensure at the end with customer about vehicle delivery /repair ordered done and take signe of customer after handover the vehicle with safe company procedure.
13) Check and make list of vehicles received in reception for the repair and delivery to customer report by the end side as a Service Advisor.
14) Gave customer next service date and bring notice to customer the company new promo or any of company discount facility of management for summer time., or festival time.

AL-MULHIM COMPANY, KSA (SAUDI ARAMCO Project- 05 years ) 1995 up to 1999
E) Secretary,/Admin. Assist / HR.& Payroll. Assist./Account assistant
1) Handling all personnel records of employees and keeping all kind of personnel records.
2) Greetings For Incoming VIP's And Customers.
3) Having Professional Knowledge of Self Correspondence, drafting All type of letters and faxes, Perfectly knowledge of Microsoft outlook for Receiving and sending /answering emails. Moreover Faxing papers and keeping all records with file
for Future.
4) In additional Having professional knowledge with experienced, in M.S. office, Excel and PowerPoint.
5) Recording duty hrs. daily in time sheet of employee's and bring noticed to GM after all data merge in computer to making payroll for monthly basis at the end. Keeping acknowledge of recording time function of employees with cards.
6) Preparing Safety agenda Weekly or Monthly basis and arranging safety meeting in weekly and preparing meeting to instruct for learning safety agenda to teams with & observing properly the experiments of Safety trainings
7) Coordinating with support staff to implement management objectives.
8) Supervising & making schedule for the Driver Activities, experience in transport management.
9) Handling and arranging Employee's Transportations and Materials activities.
10) Having strong communications to handle the operation smoothly & Strong Supervisory skills of planning, organizing, leading and controlling are essential. Having Good leadership and interpersonal skills and ability to work as a team member.
And Ability to deal sensibly with people from a wide variety of cultural backgrounds.
11) Track Passport, Iqama, Labor card, Health Insurance Card expiry dates and handle renewal requirements

D) HR & Payroll Assist/Account assistant
1. Coordinate, maintain, and generate Human Resources-related files, and records (personnel files, search files).
2. Process HR documents such as new hire documents; check Human Resources authorization documents. Accurately track and process HR documents; follow up as needed
3. . Forward resumes received for open positions to the appropriate manager in a timely manner Maintain search documentation for search files. Input HR information accurately.
4. Answer phone and respond to inquiries; direct calls to appropriate individuals; take and relay messages; maintain communication between University Community and HR Department.
5. Coordinate drafting and distribution of office communications including office memos, letters, and other notices.
6. Maintain general office management functions including mail, scheduling meetings, complete work orders, perform
routine clerical/secretarial/receptionist functions such as typing, filing, photocopying, scanning, greeting visitors, etc.
7. Orders and maintains office supplies and forms, checks inventories, and ensures accurate orders are received.
08. Process department invoices for payment.
09. Collect and compile information for quarterly HR newsletter.
10. Distribute status forms for employee information such as changes to title, status, pay, department, address, etc. in a timely manner.
11. Finalized the Monthly Attendance time Sheet of Payroll & Overtime.
12. Perform other duties or special projects as required or assigned.

Munaf Hasan Mapkar
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CORPORATION

Experience Certificate 5 )—— 83—

Issued : Tuesday 02July 2019

We certify that Mr. Munaf Hasan Mapkar

Joined our Comparny on 19 - 12 - 2009 .

His position at the end of service on 02"

July 2019 was Coordinator — Auto Service
Centre, Salwa

This certificate is issued at the request of the

bearer and without any financial risk,
commitment or fia

ity on our part.

Mohamed mahmoud 33—aaa

General Manager of Human Resources .,..Clb% /
imployee No: 13779
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SERVICE CERTIFICATE

This is to certify that Mr. Munaf Hasan Mapkar - Indian
Nationality. Holder of passport No. (E8399535) Issued in Thane.
was working with us as Vehicle Administrator from 01/07/1999 1o
281022007 and his services ended according to his resignation.

. This centificate is given to him upon his request without amy
Jiability at the company and we have no objection against him
1o return to Kingdom of Saudi Arabia to work under sponsorship
of any other agency. For any inquiry please refer to undersigned.

Thanks & Best regards.
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ORGNAIZATION
OM 09/16/1995.

DURING HIS SPAN OF TIME HE HAS SHOWN TO BE MOST PROFICIENT,
HONEST, SELF MOTIVATE AND HARDWORKING.

THIS CERTIFICATE HAS BEEN ISSUED TO HIM AT HIS OWN REQUEST FOR
WHATEVER PURPOSE IT MAY SERVE HIM.

WE REMAIN.

MULHIMCO

DULLAH AL-MULHIM
aX

e st ——it et e et el
ALY, = EVIPYE (56 - 0NVPVED / OVIFVY0 = FYY 0ot okl — OVYAANY Ll = OA-VAVY / 8A- -0 Jll - 0AAVEFY oSUl: o
Tel, Off. 5881432 - Res. 5800520 / 5801973 - Car 5129962 - Abqaiq : PO.Box 326 - Tel. 5663725 / 5663745 - Fax 5663749 - Al-Khobar Tel. 8644460




image12.jpeg
11961 7TUTeTGa REPUBLIC OF INDIA st
v/ Typo ey whe | Country Cose wreild 4 | Paaspon MD

T8259613

CINDMAPKAR<<MUNAF<HASAN<<<<
759613<31ND7007097M290525




image1.png




image2.png




image3.png




image4.png





MUNAF


 


H.


 


MAPKAR


 


Roha,


 


Maharashtra.


 


 


munafmapkar@yahoo.com


 


+918149853803


 


 


WORK


 


EXPERIENCE


 


WITH


 


 


Showroom 


 


Spare


 


Parts


 


Sales


 


Man &


 


Parts Coordinator


 


SPNA(


 


Mercedes/Toyota/GMC)


 


MANNAI


 


AUTOMOTIVE


 


COMPANY


 


COMPANY


 


–


 


QA 


 


12/10/2010


 


To


 


07/03/2019


 


 


Store


 


Keeper/Store


 


IN


 


charge


 


(GMC


 


&


 


Toyota


-


 


Aramco


 


Project


 


)


 


AL


-


 


JOMAIH


 


AUTOMOTIVE


 


COMPANY,


 


KSA


 


June


 


1999


 


To


 


04/30/2007


 


 


Secretary/Admin.


 


Assist./


 


Payroll/Account


 


Assistant


 


AL


-


MULHIM


 


COMPANY,


 


KSA


 


09/15/1995


 


To


 


31/05/1999


 


 


 


EDUCATION


 


 


Bachelor's


 


of


 


Commerce


 


-


 


--------------------------------


-----


Additional


 


Educations


 


&


 


TECH.


 


COURSES


 


 


 


--------------------------------


-


 


1)


 


DIPLOMA


 


IN


 


TYPING


 


SPEED


 


30


 


PASSED


 


OF


 


MAHARASHTRA


 


GOVERNMENT


 


.


 


2)


 


DIPLOMA


 


IN


 


COMPUTER


 


OF


 


MANAGEMENT AND


 


SCIENCE.


 


3)


 


DIPLOMA


 


IN


 


TALLY


 


(FINAL


 


ACCOUNTS/INVENTORY/PAYROLL)


 


4)


 


ATTEMPED


 


TRAINING


 


COURS


 


OF


 


SERVICE


 


ADVISOR


 


BY


 


GENERAL


 


MOTORS


 


3


 


DAYS 


–


 


WITH


 


AL


 


JOMAIH


 


AUTOMOTIVE


 


CO., 


DAMMAM KSA.


 


5)


 


ATTEMPTED


 


GENERAL


 


MOTORS


 


THREE


 


DAYS


 


TRAINING


 


COURS


 


OF


 


WORKSHOP


 


CONTROLE 


–


 


DOHA


 


,


 


QATAR


 


WITH 


MANNAI TRADING CO., AS ON 2007


 


6)


 


ATTEMPTED


 


GENERAL


 


MOTORS


 


THREE


 


DAYS


 


TRAINING


 


COURS


 


NONE


 


TECHNICAL


 


SALSE


 


OF


 


SPARE PARTS


 


.


 


,


 


DOHA


-


 


QATAR WITH MANNAI TRADING CO., AS ON 2010.


 


7)


 


ATTEMPTED


 


GENERAL


 


MOTORS


 


THREE


 


DAYS


 


TRAINING


 


CO


URS


 


FOR


 


SERVICE


 


ADVISOR


 


,


 


DOHA 


-


QATAR


 


WITH


 


MANNAI 


TRADING CO., AS ON 2016.


 


 


SKILLS


 


/


 


IT


 


SKILLS


 


 


Accounting skill (Journal/Ledger/Final Accounts/Balance sheet/Inventory /Payroll) ,


 


with Computer literacy with good 


knowledge of Windows & MS Office and office management experience & Microsoft outlook for reviewing, receiving emails 


and


 


answering..


 


Excellent


 


interpersonal


 


in


 


English,


 


Arabic,


 


Hindi,


 


&


 


Marathi


 


oral


 


&


 


written


 


communicatio


n,


 


mathematical


 


and 


organizational skills . Active listening, speaking, persuasion skills.


 




MUNAF   H.   MAPKAR   Roha,   Maharashtra.     munafmapkar@yahoo.com   +918149853803     WORK   EXPERIENCE   WITH     Showroom    Spare   Parts   Sales   Man &   Parts Coordinator   SPNA(   Mercedes/Toyota/GMC)   MANNAI   AUTOMOTIVE   COMPANY   COMPANY   –   QA    12/10/2010   To   07/03/2019     Store   Keeper/Store   IN   charge   (GMC   &   Toyota -   Aramco   Project   )   AL -   JOMAIH   AUTOMOTIVE   COMPANY,   KSA   June   1999   To   04/30/2007     Secretary/Admin.   Assist./   Payroll/Account   Assistant   AL - MULHIM   COMPANY,   KSA   09/15/1995   To   31/05/1999       EDUCATION     Bachelor's   of   Commerce   -   -------------------------------- ----- Additional   Educations   &   TECH.   COURSES       -------------------------------- -   1)   DIPLOMA   IN   TYPING   SPEED   30   PASSED   OF   MAHARASHTRA   GOVERNMENT   .   2)   DIPLOMA   IN   COMPUTER   OF   MANAGEMENT AND   SCIENCE.   3)   DIPLOMA   IN   TALLY   (FINAL   ACCOUNTS/INVENTORY/PAYROLL)   4)   ATTEMPED   TRAINING   COURS   OF   SERVICE   ADVISOR   BY   GENERAL   MOTORS   3   DAYS  –   WITH   AL   JOMAIH   AUTOMOTIVE   CO.,  DAMMAM KSA.   5)   ATTEMPTED   GENERAL   MOTORS   THREE   DAYS   TRAINING   COURS   OF   WORKSHOP   CONTROLE  –   DOHA   ,   QATAR   WITH  MANNAI TRADING CO., AS ON 2007   6)   ATTEMPTED   GENERAL   MOTORS   THREE   DAYS   TRAINING   COURS   NONE   TECHNICAL   SALSE   OF   SPARE PARTS   .   ,   DOHA -   QATAR WITH MANNAI TRADING CO., AS ON 2010.   7)   ATTEMPTED   GENERAL   MOTORS   THREE   DAYS   TRAINING   CO URS   FOR   SERVICE   ADVISOR   ,   DOHA  - QATAR   WITH   MANNAI  TRADING CO., AS ON 2016.     SKILLS   /   IT   SKILLS     Accounting skill (Journal/Ledger/Final Accounts/Balance sheet/Inventory /Payroll) ,   with Computer literacy with good  knowledge of Windows & MS Office and office management experience & Microsoft outlook for reviewing, receiving emails  and   answering..   Excellent   interpersonal   in   English,   Arabic,   Hindi,   &   Marathi   oral   &   written   communicatio n,   mathematical   and  organizational skills . Active listening, speaking, persuasion skills.  

